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2. OH GANTZATIONV STAFFING PLAN 



2. 1 Organization Functi ons 

It lias bean a common practice in schools to identify subsystems 
such as instruction and administration as almost totally separate and independent 
functions when in reality they are distinct blit interdependent processes. 

The Fort Lincoln School must be viewed as a system v/! is com- 
prised of subsystems all functioning together to realize the edir ntion of the child 
on an individualized basis. In an individualized system involving highly flexible 
forms and processes organization, all the elements must function together as 
an organic whole. 

In the Foi't Lincoln system, four distinct but interdependent functions 

are identified: 

© Instruction — conduct of the process to realize the primary goal 
of the system, the education of children. 

• Planning and Ev dual! on — review and modification of organi- 
zational goals in light of assessment of student, staff, and system 
performance and accountability to the public and clients. 

• Development — adaptation of the organization which results from 
the planning and evaluation function, and which fosters change 

in the areas of curricuIuftiTj staff, and organizational structures 
and procedures. 

• Administration — support of all other functions of t he system by 
obtaining necessary resources and cooi linaling the application 



of those resources. 



The central function is instruction, which is supported by the three 
other functions all related to each other -- planning and evaluation, development, 
and administration, These functions are conducted at va. ving levels in the organi- 
zation — at the system or school level or at the stage or substage level, depending 
oil where decision making is most appropriately located. 

2.1.1 Instruction 

Instruction is conducted primarily at the stage level. A truly individ- 
ualized program with students having a wide age span precludes a curriculum ele- 
ment being presented to all the students in the school in the same 2 iianncr in a single 
time frame. Decisions regarding instruction must be made primarily within each 
stage, at the level closest to the affected students. The Education Plan has presented 
the broad set of activities that will bo conducted within the instructional function. 

2. 1. 2 Planning and Evaluation 

Planning and evalvation serves a critical role in organization develop- 
ment and growth by providing the basis for modifying system and individual goals. 

It is the mechanism which identifies and measures appropriate indications of per- 
formance. An organization, whether an automobile manufacturer or a school system, 
can only modify its goals after it has examined whore it is in relation to where it 
would like to be. 

Planning and evaluation occur at all levels: overall system, school, 
stage, and individual student. At the system level it will also be the principal 
formal mechanism for local governance and accountability. Because the planning 
and evaluation function will be sjch an integral part of the information Hew between 



school and community, community residents must be included in carrying* out this 
function. Therefore, structuring organizational relationships and procedures for 
planning and evaluation requires involvement and decision making at various levels 
in the organization- At the system level, ;his function is probably best carried out 
in a task force approach in which all the resources necessary to complete the job 
effectively would be brought to bear. This task force could operate on an ad hoc 
basis, since the particular concerns to be addressed in the evaluation processes 
would vary over time. A detailed evaluation plan will be prepared as a part of the 
Comprehensive Plan. 

2. 1. 3 Development 

In response to indications received from the formal evaluation pro- 
cess and to regular feedback received from daily operation, the organization must 
be able to adapt to new ways of working, modify goals, and permit programs to 
evolve. The development function which permeates all aspects of the organization 
is necessary in order to keep the organization responsive and adaptive to changing 
needs. The design objective is to structure an organization which has people con- 
tinually questioning the appropriateness of what is being done and the way in which it 
is done. This concern particularly affects two distinct areas in the operations of 
the organization: curriculum and staff. 

In the conventional setting, curriculum development usually occurs 
in a rather formal manner by examining the internal structure of a given subject 
area and the methodology and materials used with that subject area. However, the 
."curriculum" in the Fort Lincoln School is a very broad concept which includes the 
environment (physical facility) and how it is used as well as tile manner of slrvcturin 
the individual experiences oT children. 
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Curriculum development is continuously concerned with better ways 
of structuring educational programs or experiences. In the early months of the 
operation, curriculum development will occur continuously and will be concerned 
primarily with extend ig and strengthening the use of individualized instruction. 

The need for curriculum development will occur in the Fort Lincoln School because 
of new insights into how children learn, experiences with the system once it is 
operating, changing needs of society, and records of student performance after 
leaving the school. 

Curriculum development needs are best identified by the people who 
administer the program on a daily basis — the instructional staff. To realize this 
objective, it is imperative that teachers and other staff members accept the curri- 
culum development function as part of their responsibility. Where curriculum 
development matters cross stages for some rather specific concerns, it may be 
useful to utilize the task force approach to some of the development tasks. 

The overall objective of the staff development function is to select 
and maintain a proficient staff which is capable of executing responsibilities 
within a setting which provides strong job satisfaction. As the Fort Lincoln 
system begins to operate, continuing professional development will be emphasized. 
The management and coordination of staff development will be conducted on a 
school-wide level through a Staff Development Coordinator. However, most 
staff development v, ill occur in the stage setting. 
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2,1,4 Administration 



The administrative function will facilitate the work of others by 
having resources available as needed, coordinating other functions, specifying 
procedures for technical administrative tasks to be carried out on a decentralized 
basis, and performing those tasks which can be conducted best on a system or school 
level by a central official. Administrative functions include budgeting, purchasing, 
maintenance of physical facilities and learning environments, food services, 
staff and student scheduling, and student safety. 

Three criteria will be used to determine that an administrative 
activity should be conducted at the stage level of the organization: instructional 
value, desirability of implementation at the operational level, and opportunity' to 
reduce paper work and flow at a centralized level. Purchasing is a good example of 
an administrative task which easily lends itself to decentralization. Not only will 
teachers have discretionary funds from which to make purchases, but it is reasonable 
to expect that students may originate requests for and purchases of items out of 
teachers 1 funds (only within very specific guidelines, however). Allowing students to 
conduct some school operations with appropriate support has a developmental value 
because they arc given the opportunity to understand a process which affects them. 
The objective is to let students acquire as much capability as possible in running the 
school. It is also recognized, however, that activities such as annual purchasing 
of bulk items can best be coordinated on a school level by a central official. 

The person designated as Administrative Coordinator will have 
primary responsibility for administrative tasks. To facilitate the work of others, 



he will spend a good portion oi his time with staff and students moving through stages 



to see that they Iwp all that is necessary to execute their responsibilities, The 
Administrative Coordinator will be responsible for defining the procedures and for 
formal coordination of those procedures that are decentralized. 

When the execution of administrative tasks produces undesirable 
consequences, such as interfering with a teacher's instructional activities, the 
procedures must be modified. 

2,1.5 Summary 

To further clarify and define the nature of these functions, Table 2-1 
contains a set of sample activities associated with each function. 
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development of student Monitoring of accounting 

program 

Communication with ail 
staff members 



2 . 2 



Organiza tion Structure 



The staff for the First Facility will be assigned responsibilities 
broadly within individual stages or on a school-wide basis. Staff relationships may 
he represented according to Figure 2-1. 




The shaded areas signify the operational overlap that will occur at 
times among stages. The central administrative function will be conducted close 
to the actual inslruelion.nl process and will overlap with stage operations. 
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The Team Concept 



The principal mode of operation for the staff will be teams. Within 
a tea n, all members will share responsibility and accountability for the activities and 
success of the operation. The success of this arrangement is contingent upon the 
strength of peer relationships within the group, maintenance of positive self-perceived 
group standards, and the problem solving skills of team members. It is expected that 
in most cases these factors will lead to resolving group conflict and to team members 
assuming {or assigning) accountability for specific activities. 

There are three principal team structures: the Instructional Team 
operating at the stage level, the Operating Team functioning at the schooL level, and 
the Administrative Team functioning in a support role. The Operating Team assumes 
shared responsibility for overall operations of the school (See Figures 2-2, 2-3, and 
2-4 for illustration of team relationships.) 

The Instructional Teams are th^ core of school activity and the primary 
decision-making groups. However, the Instructional Teams are subordinate to the 
Operating Team when the latter convenes to resolve conflicts or decide school-wide 
operational guidelines. 

The Administrative Coordinator, the Staff Development Coordinator, the 
Resource Coordinator, and the Media Coordinator relating to each other and the stages 
in a stuff capacity will serve the needs of the stages and structure their activities 
accordingly. This does not mean that they are subservient to the stages, but rather 
that they assist stage personnel in gelling their job done effectively. 

The support personnel arc responsible to tl Administrative Coordinator. 
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OPERATING TEAM 





* Stage representative selected by instructional personnel in each stoge to serv 
as official liaison with rest of school. 



Figure 2-4 
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2. 2. 1. 1 The Operating Team 



Tlie Operating Team is made up of the three Stage Representatives, 
the Administrative Coordinator, the Staff Development Coordinator, the Media Coordi- 
nator, the Resource Coordinator, and a student body representative. (The student 
representative should be selected from the highest stage by the Instructional Team 
and students.) This group will normally function in a problem-solving capacity and 
will address itself to spelling out operational guidelines for the school. While 
responsibility for school operation will be shared, it will be incumbent upon individ- 
ual members of the Team, functioning in their regular jobs, to implement the oper- 
ating procedures of the school. In this way, decision making and implementation will 
be decentralized through the Operating Team members and will occur close to the 
level of implementation. 

Designing operating guidelines does not mean specifying how a 
job is to be done. Members of the Operating Team should refrain from making 
operational decisions in specific areas. For example, decisions concerning how 
the Staff Development Coordinator should do his job should rest with the Staff 
Development Coordinator and his clients in the stages. The role of the Operating 
Team will be to decide the kind of staff development that will be needed to make the 
school more efficient and to supply the information and assistance that the Staff 
Development Coordinator needs to provide staff training of the desired type and 
quality. Meantime, the Operating Team will he developing the operational guidelines 
which reflect the policies developed by the Fori Lincoln School governing board 
(See Community Participation Plan) and the 1). C. Board of Education. 
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The largest role of the Operating Team will probably be to share 
information and resolve problems. The functions of this group should obviate 
the need for a principal in the usual sense of a day-to-day administrator of the school. 
No single individual could be expected to function successfully in such a role in an 
operation as complex and demanding as the Fort Lincoln School. The Fort Lincoln 
Project Director, who will have ultimate authority for the school, will be able to 
function as an executive working with the community and others at the Special Projects 
Division, leaving day-to-day operations to the Team. 

In their operational role, members of the Team will have sufficient 
expertise, knowledge, and resources to reach the best decisions. Stage Rcpresen * 
tatives will be able to present the best thinking of llieir teams; the Administrative 
Coordinator will be able to provide alternative administrative procedures for con- 
sideration; and the Staff Development Coordinator will be able to provide assistance 
in improving the qualit}' of the group's internal decision-making process. 

In addition, the Team ought to be able to act to resolve organi- 
zational conflicts which cannot be managed at the stage level. For example, the 
Team might address a conflict occurring between two stages over the use of shared 
personnel which stage members cannot resolve. 

Dissemination of the results of the Team effort to all school 
personnel will flow naturally from its membership. Stage Representatives will 
report to the stages, the Administrative Coordinator will report to administrators, 
etc. The interdependent relationships of the members in the operational, day-to- 
day activities of (he school assure that any deviations from agreed upon plans will 
be corrected quickly. 
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The decent vv li /.at ion of decision making ami the freedom of each 
staff member to do liis job, together with the shared responsibility for success or 
failure that the Operating Tcau structure provides, are considered essential to the 
hoped-for climate of the school. 

2 . 2 . 1. 2 Instructional Team 

Each of the three Instructional Teams, Stage I, Stage JI and 
Stage Ilf-IV, will be composed of the teachers and assistants assigned to the stage. 
Others such as student helpers, volunteers, and staff members not assigned to a 
stage will join the Instructional Team on a part-time basis, as the instructional needs 
of the children dictate. 

The primary responsibility of the Instructional Team is to plan, 
implement, and evaluate an effective instructional program for each child in the 
stage. The leadership of the instructional function of the Team rests mainly with 
the Master Teacher in the stage. It will be his concern to establish and 
maintain instructional standards of highest quality and to identify, use, and develop 
the resources of each staff member assigned to die stage to the maximum benefit 
of the staff member and the students. 

Examples of specific matters v.hich will require the attention and 
action of the Instructional Team are; 

o Assigning students lo advisors for diagnosis and prescription 
o Physical arranging of the stage (placement of activity areas, 
displays, and storage of materials) 
o Planning and scheduling activities (testing, group instruc- 
tion, pr>;eel.s\ use of outside* resources, parent conferences) 
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Selecting materials 



o Reviewing student progress 

© Coordinating with other stages (assignment and evaluation 
of student helpers, use of special facilities such as the 
planetarium and gymnasium, procedures for transfer of 
students, requests for assistance of subject-matter specialists) 
0 Operating rules for students and adults (includes responsi- 
bility for replacing materials and checking out audiovisual 
equipment to be used independently) 

© Planning and implementing purchase of new materials and 
equipment 

• Identifying staff development needs for stage and school 
personnel 

o Selecting stage representatives 
2, 2, 1. 3 Administrative Team 



This Team will function on a school-wide basis to support the 
instructional process. The Administrative Coordinator, Office Manager, food 
services and transportation supervisors, and clerk typists will conduct and coordi- 



nate the "noninslnictional 1 ’ elements of the school's operations, vis : 




Budge! in 

Purchasing 

Accounting 

Personnel records and payroll 
Attendance, registration, and scheduling 
Building maintenance 
Central student record keeping 
rood services 

Student safety, security, and supervision 
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The Administrative Coordinator and his staff will h'l concerned 
primarily with providing resources for the stages, and witli designing and monitoring the 
procedures which can best support the instructional program. The other members 
of the Team will be primarily concerned with execution of the procedures. No 
member of the Administrative Team is to be precluded from participating in the 
instructional process. On the contrary, since every member of the staff is expected 
to make an educational contribution, the Office Manager may help students with 
their mathematics by teaching them to use the calculator ora secretary may work with 
students using the typewriters for reading activities. 

2. 2. 2 Task Force Concept 

When there is a need to accomplish a task on a nonrecurring or periodic 
basis, a task force may be assembled from the staff, students, and community to 
assume these duties. It would be assembled on a temporary basis drawing on the 
talents available and organizing to achieve its particular goals. There may be a 
number of tasks of this kind: curriculum development pi'ojects crossing all stages, 
a special staff development program, a need to change procedures, a research 
project, etc. 



The task force approach is particularly appropria o for school-wide 
planning, budgeting*, and evaluation which must be done on a cyclical basis each 
year. Using a task force approach can provide for broad participation in decision 
making and ensure, for example, that planned expenditures arc closely rclr.lcd to 
needs at all levels. 

It is expected that task forces can provide a flexible means of drawing 
on the resources of the staff and community as needed and make a significant confri- 
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Organizati on H oles * 



The unique structure of the Fort Lincoln Schools aiul the focus of the 
schools on the individual student instead of v classroom group require new roles 
and new relationships among staff. Each of the roles has been carefully structured 
to allow each staff member to make maximum use of his skills and knowledge. 
Organization relationships have been designed to promote complete flexibility in 
meeting student needs and to provide all staff members with the opportunity and 
the necessity for close mutual support and assistance. At the end of this section 
of the plan lists of duties and responsibilities which are part of specific staff roles 
are included. 
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2.3.1 Roles 

2. 3. 1. 1 Stage Representative 

The Stage Representative is a member of the stage team selected 

$ 

by t he team to represent it at the school level, contributing to educational leader- 
ship. As a member of the Operating Team, he will concern himself with those 
matters which are external to the stage. 

While all members of the stage team will have an administrative 
role, the Stage Representative will have a larger responsibility in this area than 
the other members. He will be concerned with reports disseminated outside the 
stage and the school, data and information for the Office Manager, and similar 
administrative duties. The Administrative Coordinator is his chief resource person. 
The Stage Representative is also the primary communication link 
between his stage and other stages. While all team members will be free to trill; 
with all school personnel, the Stage Representative will be Die person who will trans- 
mit team decisions, suggestions, and other information. 

* The proposed position descriptions and run mi in ended classifications for the FI/NT 
school which reflect these roles appear in a sc pirate document. 



‘2-r ? 



25 



Qualification for the position is selection by the team, and no 
selection procedure is specified. It is recommended Hint the Stage Representative 
be selected on an annual basis, 

2. 3. 1, 2 Teacher 

In the Fort Lincoln School, the teacher will find some parts of 
Ins total role familiar; other parts ma} r be unfamiliar. While he will engage in group 
instruction as needs of children demand, his major orientation will be toward the 
diagnosis of individual students’ learning patterns and the prescription of appropriate 
materials and activities for each child. While he will instruct in various elementary 
school subject matters, he will have a specialty to use as a resource for students 
and other teachers. While he may relate in an instructional capacity at one time 
or another to all students in the stage, he will be an advisor, i, e, , be responsible 
for the overall development of a certain number of students within the stage, In 
the Fort. Lincoln School, communication with other teachers, optional in a traditional 
classroom setting, becomes essential for the teacher as a member of an instructional 
team sharing responsibility and authority for the services of the stage operations, 

A large portion of his role as teacher will be to make optimum 
use of the skills and judgement of his team members in the instruction of the student 
for whom he is responsible, and to use bis own skills and judgment with students for 
whom other teachers are responsible. While his role calls for him to actively assist 
and suppoit all other members of the team, he must also solicit and accept assis- 
tance and support from them, Thu interdependent nature of the entire instructional 
process will place a premium on t lie teache r's ability lo fill the role of team momb./i\ 
Since a primary goal of the Fort I, incoin System is to decentralize 
administrative decision making to have it occur as close to the instructional process 
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as possible, the teacher must also fill an administrative role: c.g. , participate 
in budget planning, account for discretionary funds available to him for minor 
purchases, serve on student / staff committees for school operations. 

The role of the teacher will also include responsibility for 
evaluating himself and his peers, and for defining and pursuing his professional 
development needs. 

Tie is also a communicator with other stages, other school 
personnel, the community, and parents. He must discuss regularly what the team 
is doing, what the student is doing, and what his expectations arc. The overall 
teacher role also includes the following roles: 

• Master Teacher 

Though the Master Teacher is only one participating member 
of the stage team, his role calls for him to provide educa- 
tional leadership within his stage. He should be the catalyst 
who helps to improve total communication and participation 
among the team members, but he is not expected to function 
as a final arbiter or boss. 

The Master Teacher will have mastery of at least two 
subject-matter areas and he will be experienced and know- 
ledgeable about how teams function. Demonstrated ability to 
diagnose and prescribe, as well as to pass those skiPs on to 
other members of the stage, will place him in the role of tlm 
chief resource person for the stage in thorn ■ crucial areas. 

His basic and most important role, the one that will occupy 
most of his time, js that of teacher of students ns a member 
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of a teaching loam; lie will be responsible for the monitoring 
of overall development of the greatest number of students, 
since he most likely has the greatest amount and range of 
experience. It is expected that any and ail decisions that 
affect the team and the students will be joint decisions of 
the entire team. As the catalyst, the Master Teacher will 
be the key person in assuring that all appropriate persons 
are involved in decision making. 

Ilis supervisory role is minimal and almost nonexi st ent 
as jar as staff is concerned. It is expected that evaluation 
of performance, identification of professional strengths, etc. , 
will be group functions and will be done in the group setting, 
lie will, however, serve as a major resource to the less 
experienced teachers, c. g. , reviewing prescription of interns. 

The title and position, "Master Teacher," refers to a pro- 
fessional level of competence rather than to an organizational 
or hierarchical role. 

• Asrociate Teacher 

The Associate Teacher has the same basic role described above 
for all teachers. The main differences are his level of 
experience and his level of skill in diagnosing, prescribing and 
presenting instruction, which am greater than an Intern 
Teacher but less than a Master Teacher, He will seek gn glance 
and direction from Ihe Master Teacher when diagnosing and 
prescribing for students with unique or difficult learning pro- 
blems. 
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His expertise in at least 011c subject-matter area and 
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his level of experience and demonstrated competence in 
diagnosing and prescribing will mean that lie is a major 
stage and schoc. resource person in transmitting his 
knowledge and skills to other teachers. 

The role of Associate Teacher calls for him to make use 
of ilie talents of all team members as he increases his skill 
levels and as he plans his personal growth program. 

Associate Teacher also refers to a level of competence 
rather than an organisational level. 

• Teacher Intern 

The Teacher Intern is a beginning teacher. He may be a 
recent graduate of a teacher training program or a person 
with a set of experience and skills needed for the instruc- 
tional program. He is a teacher , and his role is th t 
described above. 

Among the stage team members, he will have responsibility 
for the least number of students, and he will receive the 
greatest amount of assistance in diagnosing and prescribing 
for students and in instructing. 

The beginning teacher is not thrown into -j "sink or swim” 
situation; lie is provided with experienced teache rs wlioco 
role it is lo help him. His role is to understand what he 
should he learning to do, to make use of the entire team in 
learning lo do it, to identify cle arly his strengths ; ul 
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weaknesses, and to assume responsibility for his personal 



and professional growth. 

The title "Intern Teacher" refers to a level of competence 
rather than to an organizational role. 

• Teacher Extern 

The Teacher Extern Is a student in the junior or senior 
years of college who is interested in becoming a teacher and 
wants steady exposure to a school situation. A Teacher 
Extern will work under the close supervision of a Master 
Teacher or Associate Teacher in th e instructional team 
carrying out assigned duties and responsibilities which 
serve the instructional process as well as his development 
and orientation as a teacher. 

The term "Teacher Extern" refers to a level of compe- 
tence rather than to an organizational role. 

2. 3. 1.3 Assistant 

The Assistant is the paraprofessional member of the Instructional 
Team and has one of two major roles depending on his assignment as Stage Assistant 
or School Assistant. 

The Stage Assistant will maintain student records, administer 
tests and record results, maintain records of equipment and material assigned to 
the stage, etc. He also will work with students individually and in groups to prose 
prescribed instruction. He is a full member of the st.ige team and participates in 
stage decision making. 

The School Assistant may work anywhere in the school. He is 
not prohibited from assisting in the stages, hut bis title indicates that his primary 
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duties are outside Hie stage context, lie may supervise children on the playground, 
on trips away from the school, or in the media center. Ho may work in the school 
office or for any one of the Coordinators. No matter where he works >r for whom, 



his purpose is to support instruction. 

2. 3. 1. 4 Coordinators 

Several roles essential to the successful implementation of the 
Fort Lincoln School must he performed by necessity across all stages. These roles 
have coordinative functions which serve the instructional process. In addition to 
each of the specifications in the following role descriptions, the Coordinators will 
devote a portion of their time to instruction within the stages. 

• Administrative Coordinator 

The Administrative Coordinator lias one of the most difficult 
positions in the school. While he must concern himself 
with such matters as food service, transportation, custodial 
service, and D. C. accounting requirements, his basic role 
is to support the stage teams. He has to be able to view his 
job as that of expediting the paperwork of, and for, the 
stages. 

A kcj r portion of his role is his participation on die 
Operating Team, concerned with school leadership. He is 
the principal resource person of Hie group on matters con- 




cerning the use of administrative procedures to accomplish 
the goals of the school. 

In the Fort Lircoln School, many of the administrative 
records normally maintained in a central office will be 



maintained in the stages. Therefore, the bull: of the work 
and lime of the Administrative Coordinator will bo in the 
stages. lie must be able to allocate his cneigios among 
the three stages and his school level responsibilities. 

He also lias a supervisory or managerial role since Hie 
food service staff, custodial staff, transportation staff, and 
the office staff will report to him. 

4 Staff Development Coordinator 

The role of the Staff Development Coordinator has a large 
"technical’* component. He assists the school staff in defin- 
ing its training needs, helps to organize and conduct internal 
training programs in response to those needs, and he is the 
chief resource person in methods of evaluating training efforts. 

Another major portion of his role is to serve as a group 
process resource. In this role, the Staff Development 
Coordinator will work with the stage teams to improve the 
quality of staff interaction, and lie will be Die school level 
resource person in efforts to improve the quality of group 
decision-making processes, He will be expected to identify 
and use outside consultants and resources as necessary. 

As a member of the Operating Team, he is part of sc hool 
lea dor ship* 

The third major part of his role is his responsibility for 
personnel* lie will maintain close liaison with teacher 
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training programs and other sources of potential teachers 
and training assistance, Ue is the principal resource 
person for school policy and decision -making groups identi- 
fying desired qualifications of applicants and establishing 
selection procedures. 

The Slaff Development Coordinator is expected to be a 
personal resource to all school staff members in their 
individual efforts to improve their interpersonal skills and 
competence as effective group members. 

9 Resource Coordinator 

The Resource Coordinator nas two basic roles. One is 
internal to the school, the other is external. Within the 
school, the Resource Coordinator works in the stages with 
the Instructional Teams. He assists them by identifying 
possible resources for instruction in the communit)’ and in 
the greater metropolitan area. In this role, he must be 
aware of the educational objectives of the teams and spend 
a large portion of his time in the stages. He will act 
as primary liaison with the I. E. C. (Sec Community Partici- 
pation Plan) an I the Budget Committee (See Operations Plan). 
He will be expected to maintain advance schedules of activities 
taking place throughout the metropolitan area, and to dis- 
seminate them to all singe teams. Events at the Smith- 
sonian, government activities, etc. , nil may be considered 
by stage teams as educational experience:; for students. 
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At the school level, the Resource Coordinator is a mem- 
ber of the Operating Team and is past of school leadership, 
lie is responsible for providing assistance to the Operating 
Team in decisions regarding the allocation of area and 
community resources among the stages. 

In the external portion of his role, he is responsible 
for maintaining close liaison with social agencies and with 
departments or offices of the D. C. School System that 
can supply services to the Fort Lincoln School. He will 
also work closelj' with community organizations and groups 
in his attempt to involve them in the operations of ihc school 
and to involve students in service capacities in the comruiJi ,, 
In both hi s internal and external roles, ihc Resource 
Coordinator functions as a service to the stages and as a 
support to the instructional process, 
o Media Coordinator 

The Media Coordinator is n combination librarian, artist, and 
technician, lie lias basic responsibility for operating the 
resource center, but the center differs greatly from tin 
traditional concept of either a library or an audiovisual < enter. 
The facilities and materials in the center will be much me 
accessible to wildcats and teachers than is usual pnn.Tc c 
The Media (\»ordpv»lor will need librarian skills and 
ing to perform tk< technical lash?: of locating', ordciirng 
logging, an? cataloguing books, periodic ihg film, him 
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strips, etc. lie should have knowledge of computer lang- 
uage and co-::. alter applications in Library Science, lie 
will need technical thills to troubleshoot and maintain 
equipment such as tape recorders, Language Masters, 
controlled readers, projectors, etc. lie will need artistic 
skills to produce the graphic materials required by the stage 
The Media Coordinator will also have a role as a teacher - 
for staff as well as students. It is anticipated that lie will 
transmit his skills in each of these areas to staff and student 
to the extent possible, and that he will function as* a media 
consultant to the school staff. 

2. 3. 1. 5 Office Manager 

The Office Manager handles the routine procedures of processing 
purchase orders, answering the telephone, maintaining accounting and business 
records that are not kept in the stages, and collecting and/or su nmarizing data and 
information for reports to the D. C. School System. 

He also has r. supervisory role through his management of the 
clerical support staff in the office. 

The Office Manager will he the initial contact for requests for 
information, for visitors to the* school, ami Tor all incoming mail not personally 
addressed, and he will have to vie w himself as having a public relations and 
communication role. It will be his responsibility to sec tint routine notices are 
received and distributed requosls for information are forwarded to the proper 
person, and Mud all visitors and cullers are com Iron. -a y received and handl'd. 

* Should the recruit. men! of one person having’ The eomhuMljon of there skill:: prove 
difficult, it might be advisable to hire a media assistant having either the ai tistic 
or audiovisual U clinical skills. 



While his signature nun be equired in a number of instances, 
for example on purchase orders, lie: does not have approval responsibility nor dees 
his role call foi' him to question the purpose or value of it -ms purchased, Required 
signatures are to be affixed as a matter of eouvs c. 

2. 2.1 t C) The Pole of the Volunteer 

A key concept of the Fort Lincoln School is to make the fullest 
use possible of community resources in the instructional process, and thus in 
effect to break down the typical isolation of most schools from the "life around them," 
for which their students are being prepared. The resources of even the poorest com- 
munity are rich in the sense that they include human beings having talents, interests, 
and experiences of value to children. Not even Ihc richest community, however, has 
the financial resources to pay salaries and stipends to all of the human resources 
that could be brought to bear on the learning program. Since a T 'spirit of volunteer- 
ism" is to be found in any community, demonstrated by people who are willing and 
enthusiastic about contributing their time ard services for a worthwhile acth ity, 
the Fort Lincoln School hopes to attract a v ide p ml of volunteer resources cither 
on a regular or intermittent basis. The role of the volunteer must be consonant 
with the overall instructional role of the legular staff. Under the direction or 
coordination of regular staff members, volunteers -- depending on their background, 
education, education, experience, talent, hobbies, etc. -- can carry out specified 
tasks such as the following: 

o The scoring of pro and post tests 
o Tutoring of children noodiu , sprei.il help or ;dliTtii.n 
o Accompanying stud. ails on independent, field irip.-s 
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© Assisting (lie media coordinator by cataloguing 
books, producing graphics, etc. 

* Organizing special activities such as book fairs, 
holiday observations, or celebrations 
© Supervising a hobby club such ns photography, 
stamp collecting, modern dance, etc. 
o Delivering special presentations to groups of 
students on a particular unit of study (a postman, 
a computer analyst, a space program worker, 
a weaver, a gardener, an architect, etc.) 
o Accompanying visitors on a guided tour of the 
school, or preparing special brochures or pro- 
gram material in response to requests for infor- 
mation about the school. 

The Resource Coordinator will coordinate the volunteer pro- 
gram — recruitment, maintenance of files regarding background, scheduling, etc. 
Tie could very well be assisted hi this responsibility by volunteers themselves ns 
well as regular stage team members with whom the volunteers will work. 

2.3.2 Hole Dimensions 

There are three dimensions to each role in the Fort Lincoln School: 



leadership, resource, and support. 

© The leadership dimension of a role is defined as that which pro- 
vides impetus to others to carry out tasks and winch contributes 
most to oll'ocfiie use oT others’ in defining problems and develop- 
ing effective and creative solutions. 
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o The resource! dimension of a role is defined as l hr! t which con- 
tributes to the instructional program in the form of specialized 
skills or knowledge not widely distributed among the staff, 
o The support dimension of a role is defined at; that which calls 
for assistance to others in their roles. 

Each role in the Fort Lincoln School has all three dimensions. For 



example, a Stage Assistant may fill a leadership function at some point in the work 
of the stage team. However, while each role and person will be expected at appro- 
priate times to work in the most functional manner, the principal dimensions of 
each role can be identified. 

9 Leadership 

Those roles which have a significant leadership dimension are 
Master Teacher, Stage Representative, Administrative Coordinator, 
Resource Coordinator, and Staff Development Coordinator, 
e Resource 

Those roles which have a significant resource dimension are 
Master Teacher, Senior Teacher, Staff Development Coordinator, 
Resource Coordinator, and Media Coordinator, 
o Support 

Those roles which have a significant support dimension arc 
Administrative Coordinator, Staff Development Coordinator, 
Resource Coordinator, Office Manager, Media Coordinator, 

.Stage Assistant, and School Assistant. 

None of the above should be viewed as oNclinling any role ft mu 
one or more of the dimensions. A School Assistant may possess certain skill;; or 
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knowledge which th<; stages can use as a resource. Whiles the? mos!: si ^;n ifioant 
dimension of the role of iho School Assistant is support and it is so listed, it is 
expected that lie will bo a resource person when needed. 

2. 3. 3 Fort Lincoln New Town Educational Project Director 

At the inception of the planning for the Fort Lincoln New Town 
Educational System, the D. C. School System created n position for an Educational 
Project Director responsible to the Superintendent through the? Special Projects 
Division. It has been the duty of the Project Director to relate to community groups 
and citizens and to furnish educational expertise in the planning and implementing 
of the Fort Lincoln education system. His continuing function has been to interact 
with the participant?: involved in the project — the D. C. School System, other 
District agencies, Arclutect/Eugineor, and consultants involved in the educational 
development of the project. Iiis duties include administration, development of 
educational programs, innovation in educational programs, and assistance in the 
recruitment of suitable personnel. 

Throughout the preparation period for the implementation of the 
Fort Lincoln educational system, the Project Director will manage and supervise 
all activities leading to the operation of the school. V/hile the Project Director 
will not have a day-to-day operational responsibility in (he organizational frame- 
work of the First Facility, he will retain an overall supervisory position in 
relationship to the program whereby he is directly responsible and accountable to 
the Superintendent and the 1 ton id of Education for the continued development and 
evaluation of all program:? as they evolve. 
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The Educational Project Director actually served as the link 
between the D. C, School System and the entire Fort Lincoln operation, 
exorcising his authority and responsibility in rt manner failhful to t) c basic 
features of the organizational plan recommended: decentralization of adminis- 
trative and ck'cision-inaking processes; team governance; las!; force approaches 
to problem solving; student participation in decisions regarding system operation; 
community involvement in all aspects of operations. His role should essentially 
be that of a facilitator of the goals of the Fort Lincoln system- As such, he will 
be an arbiter in situations of conflict wimin Fort Lincoln or in the relationship of 

Fort Lincoln 10 the overall D. C, School System. 

2,3.4 Activities and Responsibilities of Fort Lincoln Staff 

In an effort to provide as detailed a picture as possible of the job 
responsibilities at the Fort Lincoln School, General Learning Corporation submits 
the following lists of activities which would be peculiar to each of the major 
positions on the staff. The activities are categorized as they relate to students, 
other staff members, parents and community, and to the system. The teacher 
activities are keyed to indicate activities performed by Master Teacher (M), 
Associate Teacher (T), and Intern Teacher (I). 
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ACTIVITIES AND UESI'ONSIDILI I f I’S OF TKACHLUS AT THE I'OKT LINCOLN SCHOOL 





In Rclat ionship to Sluclfiits 


I 


Selects instructional objectives for students. 


M, A 


Selects, writes, or edits instructional objectives for students. 


M, A, I 


Administers and scores placement tests to locate students within curricular areas. 


M, A 


Administers, scores, and interprets placement tests to locate students within 
curricular areas. 


M, A, I 


Administers and scores pre-tests, post-tests, and comprehensive diagnostic tests 
for prescription and evaluation of student performance. 


M, A 


Given instructional objectives, writes criterion test items. 


M, A, I 


Prescribes appropriate curriculum materials and learning activities for achieve- 
ment of instructional objectives. 


M, A, I 


Diagnoses student progress based on testing, observation, parent and student 
interviews, and consultation with oilier teachers. 


M, A 


Evaluates and modifies prescriptions on basis of student performance. 


M, A, I 


Using videotape or checklists, observes and records student behavior or activity. 


M, A 


Using experl isc in specialty areas, recommends remedial, alternative, or enrich- 
ment learning activities. 


M, A, I 


Demonstrates competence to handle individual, small group, and large group 
instruction, by altering methods according to the situation, and utilizing available 
resources. 


M, A 


Plans activities which incorporate instructional objectives from a variety of dis- 
ciplines (e.g, , printing a class newspaper includes objectives from reading, 
communication skills). 


K, A 


Coordinates separate activities which exhibit instructional interdependence (c.g. , 
coordinates a unit in science on animal adaptation with unit in social studies on 
man and his environment). 


M, A, I 


Arranges for and encourages use of off-rite resources for groups and individuals on 
a regular In sis. 


M, A 


Recognizes special learning weds and refers students to sources of special help. 


O i j 

JC 


Under advice of specialist , carries nut special learning activities with children 
having special needs. 
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M, A, I 


Consul with students regularly, listening tc> their ideas, exploring their interests, 
and motivating tlicm to venture into new learning areas. 


M, A, I 


Engages in instructional activities with all children in the stage; assumes lt pon- 
sibility for long -range diagnosis, prescript ion, and evaluation of a specific group 
of children. 


M , A , I 


Reinforces desirable behaviors in students and demonstrates the use of a variety of 
re i ii for c c in c nt t e eh n i que s . 


M, A, I 


Collects, records, and maintains records of student achievement, learning char- 
acteristics, social behavior, etc. 


M, A 


Collects, records, maintains, and interprets records of stud nt achievement, learn- 
ing characteristics, social behavior, etc. 


M, A, I 


Selects and adapts appropriate environment for learning activities through maximal 
use of flexible features of physical setting of the school. 


M , A , 1 


Converts appropriate materials into multimedia presentations for enhancement of 
learning activities (makes transparencies, filmstrips, charts, games, etc.) 


M, A, I 


In Relationship to O.hev Staff Members 

Offers assistance to and accepts assistance from other members of instructional 
team. 


M, A, I 


In writing diagnoses or prescriptions, solicits information from other teachers about 
their experiences with the student. 


M, A, I 


Coordinates scheduling of learning activities for students to ensureadequatc access 
to space, equipment, and learning materials required. 


M, A 


Applies expertise in specialty area by acting as resource to other teachers in the 
school. 


M, A 


Keeps abreast of, reviews, and disseminates information on new curriculum in specialty 
area through reading, viewing, demonstrating, and experimenting with materials. 


M, A 


In specialty rtrea, matches new curriculum materials to instructional object Ives. 


M, A, I 


Plans and specifies instructional and clerical activities for assistants, shuknt 
helpers, volunteers, and parents. 


M.A.1 


Cunt ribiib^ tu loam effectiveness by fulfilling iv.-p m;-.i! UK ics In bo punctual, to 
accept roiujne housekeeping duties, to aceomplmh as.- igiv d or assn acd tasks. 


M. A. I 

er|c 


Upon request, participates in evaluation of peer performance. 
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M , A , I 


Orients new staff members to procedures of the stage. 


M, A 


Actively participates in in-service training by presenting information or techniques 
in specialty area to other members of the staff. 


M, A, I 


In Relationship to Parents and Community 

Initiates parent conferences to discuss progress of child and plan learning activities 
responds with minimal delay to parent requests for conferences. 


M, A, I 


Provides parents with full explanation and interpretation cf records of student per- 
formance during parent conferences. 


M, A, I 


Instructs parents in use of educational materials for work at home with students. 


M, A, I 


Articulates the philosophy and practices of the Fort Lincoln School to visitors and 
interested groups. 


M, A, I 


Regularly attends comnumity/school meetings. 


K,A,l 


Solicits evaluative feedback from parents and community regarding teaching per- 
formance. 


M, A, I 


In Relationship to System 

Makes use of available resources for self-evaluation (students, peers, parents, 
videotape). 


M, A, I 


Identifies areas for personal improvement and takes steps toward professional 
development. 


M, A, 1 


Maintains and updates personal folder on professional development. 


IU, A,I 


Cooperates in recruitment of prospective colleagues. 


TM, A, I 


Participates in special groups or task forces to plan or evaluate system operations. 


M, A, I 


Utilizes organizational structure to resolve problems. 


M.A.I 


Maintains ledger of expenses for discretionary and control hinds. 


M,A,I 


Cm’rcctly eompl.. ies forms and vouchers for ordering and purchasing. 


M.A.I 


Supervises student participation in stage-level purchasing. 


M, A, I 


Executes procedures to earn re student safely and security. 



o 
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1 'xccutes procedures to ounre student safely and security. 
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M,A,I Follows procedures for securing L'anspurta lion forvJccs for field Lips anil foi 
ensuring .student safely on transportation vehicles. 

M, A,f Maintains physical Inventory and security of roods and materials, 

M,A Participates in budgeting process, vis., program evaluation, program plnnnin 
for identification of resources and required financial support; prepares appro- 
priate budget requests reflecting evaluation and planning efforts. 
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In Petal i_o ny:h i ] 1 t o Sliulont s 
Administers and scores tests, 

Records test scores in student folders. 

Assists students in locating self-instructional materials. 

Assists students in working with self-instructional materials (explains directions, 
answers questions, etc.) 

Sets up, tests, operates, and puts away audiovisual equipment (projectors, tape 
recorders, etc,) 

Prepares instructional materials — flash cards, charts, transparencies. 

Reads and tells stories to young children. 

Assists children in playing academic games. 

Pjepares learning environments (sets up science experiments, prepares clay, 
paints, etc.) 

Assists the toucher in special classroom demonstrations. 

Works with individuals or small groups of children in instructional activities pre- 
scribed by the teacher, listens to children read, conducts drills, supervises art 
activities. 

Escorts young children to toilets, snack areas, resource center, health room, etc. 
Accompanies students on field trips. 

Demonstrates techniques of games and sports when necessary or requested. 

Observes and reports on student behavior as it relates to interests, ability, social 
skills, and manual dexterity. 

Assists in diagnosis of abilities and disabilities of exceptional children. 

Assists in implementation of prescriptions fur except T oua! students,, 

Reinforces desirnbV behaviors in stud- nls and demonstrates the use of a \ai iolv 
of reinforcement techniques. 





When working with children having special problems (physical, emotional, cducat iona], 
social), performs in a manner consistent with management plan developed by stage 
team. 



In 1 lelalioi is 1 dp To Othcn • Staff Mem be r 

Shares in a mutual exchange of help and support among all members of instructional 
team. 

Contributes to team effectiveness by being punctual, accepting routine house- 
keeping duties t and accomplishing assigned or assumed tasks. 

Upcn request, participates in evaluation of peer performance. 

Orients new staff members to procedures of the stage. 

Participates in planning sessions by introducing subjects for discussion or review, 
offering suggestions, volunteering to gather information or draft new procedures. 



In Pel at i on shin to Parents and Comm uni l y 

Instructs parents in use of equipn mt available for work at home with, students. 
Explains the Fort Lincoln School to visitors and interested group-3. 

Regularly attends community/ school meetings. 

Solicits evaluative feedback from parents and community regarding performar.ee. 

As a resident of the Fori Lincoln community, shares information about composition, 
concerns. and needs of the community at staff meetings; interprets* practice.-' of the 
school in informal situations in the community. 

Identifies community resources (people with particular skills or experiences, places, 
unique events) that would be useful in tho instructional program. 



In Relatio n ‘-hi] >J ■* Syr- 1 cm 



Makes use of available resources fen* self-evaluation (students, peers, parents, 
vi .not ape). 

Identifies :o eas for personal improvement ami takes steps tevard profes-donal 
d’ •vetopnuTd . 
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Maintains ami updates personal folder on profossior.nl development. 

i 

Cooperates in recruitment of prospective colleagues. 

j Participates in special £ v ouns or task forces to plan or evaluate system operations. 

j- Utilises organizational structure to resolve problems. 

Maintains si age attendance records and prepares required attendance reports. 

j Maintains inventory of self-instructional materials and equipment. 

j* Orders new supplies of work-sheet , tests, etc. 

lie views purchase orders and vouchers of teachers and students. 

I Collects all data regarding stage level accounting and submits data to Administrate 

Coordinator, 

1 Executes procedures to ensure student safety and security. 

i 



i: 

I: 

I: 

[ 

I 
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ACTIVITIES AND U KS^ONSi l!l! J'lTKS OP A DM1 NIST U ATI V 1C COOMDUVATOlt 



In P oint i nnsh) o J o _S1 : i d ent ,s_ 

Devotes a percentage of his Umo to instructional activities in each of the stages. 



In Del at r ■ ■ ship to ODccr^Rtn ff Me mbers 

Supervises work of Office Maunder and Ins staff, food services personnel, 
transportation personnel, and custodial personnel. 

Works with stage level personnel and coordinators to assist them in developing 
instructional elements of the budget. 

Delegates responsibility for personnel to monitor CCTV to ensure student safety 
and security. 

Participates in in-service activities by helping staff devise and implement adminis- 
trative procedures throughout the school. 



In Hula tion shi p to 1 5 ar * ei i I s and Co mi nun i Ay 

Deports to parents and community on the process, practice, and evaluation of 
administrative procedures in the school. 

Articulates philosophy and practices of Fort Lincoln Soho >1 to visitors and interested 
groups. 



In Re la tions hip to Systeni 

Assists in making school-*, vide policy decision as a member of the Operating Team, 

Bears administrative responsibility of building maintenance, delegating spc-inl 
charges to stage teams and students. 

Periodically evaluates the use and serviceability of the facility to staff, students, 
and community. 



Coordinates entire budgeting process for the school. 
Submits b - h; 1 to D. ('. School Syr-torn. 



O 
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Coordinates procurement process for the school. 

Aclminisiet s accounting system, aiding stage level teams in mainl eining their own 
accounting systems. 

Makes use of available resources for self-evaluation. 

Maintains personal foV!er of strengths, weaknesses and in-service training activities. 

Identifies and eliminates all unnecessary administrative procedures throughout the 
school. 

Communicates with administrative offices of the D. C. School System on behalf of the 
Fori Lincoln School. 
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ACTJVITJlkS AND llESPONSIRJf JTI FS OP STAFF DKV FTO PAl 



NT C()OIU)JNATOK 



Jn D e bit ion shin 1o Si tulr. nls 

Devoirs a percentage of Ills time to instructional activities in each of the slaves. 

Provides instruction and assistance to students in acquiring knowledge and skills 
of group dynamics, interpersonal relations, and conflict management, 



In Hoi aUon^Tip to _OJJ : f f Memb ers 

Assists all staff members in defining training* needs. 

Works with staff members in maintaining profiles of strengths, weaknesses and 
records of in-service training activities. 

Plans, arranges forbad evaluates in-scrvicc training activities. 

Develops on-the-job orientation and training programs for new staff members. 

Participates in stage meetings or conferences which dc?al with staff development 
topics. 

Maintains overall supervision of staff scheduling, resolving conflicts over vacations 
shifts, etc. 

Keeps abreast of special courses, institutes, and workshops of potential value to 
Fort Lincoln staff members. 

Assists individuals and teams in developing evaluation techniques of staff performr.n 

Provides assistance to staff in group process techniques in order to assist learns in 
maintaining and improving quality of staff interaction. 

In Hoi at i o us hip to Par m its m id Co * >ymm uTy_ 

Articulates philosophy and practice of Fort Lincoln School to visitors arm interested 
groups, 

Draws upon community resources in planning i service training' activities. 
Regularly attends cimmumily/sohoo! meetings. 

♦Solicits community participation in recruitment pivgia.r. 
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Directs recruit merit of new staff members. 



Acts as liaison with loe: 1 teacher training institutions regarding pku:\ rnnnt and u ■ o 
of student teachers, 

Hceonuncmds books, magazines, and ; udiovi&irnl materials relevant to staff 
development for the Ue source Center. 

Maintains liaison with D. C. School System Shaft Development Office. 

Handles administrative work connected with personnel actions — requests for transfei 
promotions, etc. 

Determines cost of training activities and prepares budget accordingly. 

Assists in making school -wide policy decisions as a member of the Operating Team. 
Makes use of available resources for self-evaluation. 

Identifies areas for personal improvement and takes steps toward professional 
development. 

Participates in special groups or task forces to plan or evaluate system operations. 
Utilizes organizational structure to resolve problems. 
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AC'mTHKS AND tUkSTONSIILUTIKS OF MMDfA COORDINATOR 



In T 1 cl: i f ion ship to Students 

Instructs chil riven in locating, securing, and using the materials in the Resource 
Center. 

Provides teachers with pertinent information regarding students' progress, problems, 
and achievements as observed in the resource center. 

Assists students in developing competency in listening, viewing, and reading skills. 

I n Red a t ton ship t o Ot her S t aff Me mbe rs 

Consults with instructional teams, suggesting multimedia approaches to presen- 
tation of lessons and resources available for enhancement of instruction. 

Consults with individual teachers on the use of audiovisual materials. 

Produces graphic materials required or requested by instructional teams. 

Provides and conducts in-service activities related to use of media for groups of 
teachers. 

Keeps teachers informed of available materials and new acquisitions. 

Arranges for previews of audiovisual materials. 

In t ; on ship to Pa rents an d_ Com mun ity 

Articulates the philosophy and practices cf Fort Lincoln School and of the Resource 
Center to visitors and interested groups. 

Regularly attends community /school meetings. 

Uses community activities, events, and interests as subject matter for graphics 
materials and for displays in Resource Centers. 

In ll cln t u ■ u :d r. > to S y stem 

Locates, 01 dors ,aud catalogues hooky, periodicals, films, filmstrips, slides, etc., 
for the Resource Center, 
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Contributes lo school reports generated for system or community purposes by 
providing graphic requirements or suggesting multimedia presentations. 

Keeps inventories of audiovisual equipment and materials and selects an 1 purchases 
same. 

Attends wor!- hops, exhibits, conferences and other meetings to learn about the latest 
developments, materials, and technology available for use in the school. 

Develops plans to critically analy/.c and evaluate effective audiovisual instruction. 

Plans expenditure of funds for the Resource Center and keeps records of disbursements* 

Requests evaluation of his performance from variety of resources — teachers, students, 
other coordinators. 

Identifies areas for personal improvement and takes steps toward professional 
development. 

Assists in making school- wide policy decisions as a member of the Operating Team. 
Utilizes organizational structure to solve problems. 

Executes procedures to ensure student safety and security. 

Operates and conducts minor repairs of all equipment (tape recorders, controlled 
readers, projectors, etc.). 

Demonstrates operation and potential use of new equipment in relationship to 
i n s t r uc t i on . 1 1 p r ogr am s . 
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ACTi'VfTIKS AND UFSPCLNSnm.ITfKS OF UK SCH .’DCF COOL DIN A TOT 



In Relations hip to Ardent s_ 

Arranges for special programs in the school offered by community groups (theater 
groups, speakers on social issues, observance or celebration of holiday events, etc.) 

Arranges for major field trips to museums, government agencies, local businesses 
or industries, camping sites, theaters, etc. 

Identifies service organizations or activities in the community which can use student 
help (special drives, reading to the blind, visiting hospitals, etc.) 

Devotes a percentage of his time to instructional activities within each of the stages. 



In Relationship to Other St a ff Me n i J jcus 

Collects and disseminates information about instructional resources within the 
immediate community (people, institutions, service organizations, etc.) 

Consults regularly with instructional tcams,gathering information on their activities 
and suggesting use of resources available. 

Collects and disseminates information about activities in metropolitan area which 
are relevant to education program. 

Keeps staff informed of community/school meetings. 



In Rein Don di i p to Paren ts and Co mm unity 

Manages volunteer program (recruits; interviews; records interests, capabilities, 
and time available; arranges for orientation; assigns to stages). 

Locates community resources or arranges for rmumimily activities in response 
to requests from instructional learns. 

Articulates the philosophy and practices of the Fort Lincoln Sell >ol to visitors a d 
interested groups. 

Solicits evaluative feedback from parents and community regarding perfoi mane*?. 
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In Hoi Jitk nd 1 h)_ 1 o System 

Ads as primary liaison between school staff and I. K. C. 

Maintains liaison with social agencies and departments of (lies D. C School System 
which can supply services to the school. 

Assists in making school-wide policy decisions as a member of the Operating Team. 
Maintains and updates personal folder on professional development. 

Participates in special groups or task forces to plan or evaluate system operations. 
Utilix.es organizational structure to resolve problems. 

Executes procedures to ensure student safety and security. 
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The Concept of Shi IT 



In a traditional school, it would hardly be neccrwury to discus a "Uic 
concept of staff. " II would be a well-defined, sed Minder si nod form. For the Fort 
Lincoln First Facility, however, the term lakes on an expanded moanin'’:. Not only 
arc staff roles, responsibilities, and relationships different, but. the staff is extended 
to include volunteers, student helpers, and consultants. Also, all roles have a 
teaching dimension to them. This is meant to convey the notion that the staff is not 
just the full-time employed, certified personnel on the payroll, bin all those indi- 
viduals who can make a contribution to the education program and to children, in 
whatever capacity they may serve. 

One of the challenges is to identify creative ;uid committed people 
from outside the D. C. Public Schools in the community, in other school systems, 
in universities, in business organizations, and from other sources, ancl to find ways 
to bring them into the program in a meaningful way. Jf this is done effectively, the 
capability of the staff will be extended greatly to provide refreshing and renewing 
staff relationships and to greatly enrich the environment for professional and pupils. 
One of the primary voles of the resource and staff development coordinators will be 
to obtain these people mid to assist them in working effectively with I he full-time 
staff. 

The opportunity to obtain a staff rich in diversity of backgrounds and 
skills occurs in the initial staffing of the school and in the continuing procc >s of 
recruitment, selection, and rahumooment of llm staff in the ongoing school. 
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2. 4 . 1 Initial Staffing 



The initial composition of the staff will be extremely important in 
determining the later pattern. It is imperative that initial recruitment is dune on a 
broad basis both inside and outside the ]). C. Public Schools. Simultaneously with 
the recruitment of full-time staff, there should be a search for the volunteers, 
specialized consultants, and other resource persons needed to start up the program. This 
will ensure that the total staff is available for training and for starting up the program 
on an integrated basis. 



One of the most important questions to be addressed is the extent to 
which the initial staff should be composed of personnel already employed in the 
D. C. Public Schools. The first Fort Lincoln School must call cm available staff in the 
D. C. schools since it is invaluable to have staff members who know llu sysLan, have 
experience with local children, and know the community. At the same time, the Fort 
Lincoln School cannot overtax the already short supply of qualified personnel in the D. C. 
Public Schools, It is also very important to see!; talent front outside the system, 
whenever it exists, to augment the local supply end to provide fresh insights, skills, 
and enthusiasm. 

In order to achieve this balance, the following guidelines should be 
adopted for initial staffing: 

o No more than 50 percent of the initial full-time staff should 
be from staff presently employed in tk;. D.C. Public Schools. 

o All D.C. School personnel wishing to Irani for to the Fort 

Lincoln School should go through ihc same rivruii ment, rrbe- 
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lioi), nih 1 training process a:; those apphing from cntisidi' the- 
system .'iii 1 should have the right to be reassigned to a similar 
posftu,n i r they should wish to return t ( > lh c regain r schools. 

© The balm ice of riO percent or le ss should 1)0 maintained in alt 

role and salary categories 5-0 that D. C. Public School personnel 
arc distributed throughout the staff, 
o Staff select ion should reflect the provisions of the 

Judge J. Shelly Wright Decision of 1957 regarding racial factors, 
o Volunteers, part -lime resource people, and consultants should 
be recruited, selected, and trained according to similar cri- 
teria and in conjunction with (ho full-time staff. 

2.4.2 Annual Staffing 

Once the program is initialed, it will bo important to continue the 
process of searching for, obtaining, and organizing additional human resources and 
to constantly integrate them into the program. This process should bo continuous. 

At the same time there will bo the ncv. I to fill positions ns they become available on 
a year-round basis. Here again it would seem important to maintain 11 - 0 balance 
between transfers from inside the system and those from outside who might be aide 
to add a now dimension to the school, it is hoped that the cycle of rotation unrwg 
roles, upward mobility in advancement, and job turnover will provide a constant 
renewing of the staff without disturbing the quality of instruct imn lire of consult mils 
and resource parsons for rpcvrdi.u d purposes and for non-re. Mirrmy nci ds is o.ie 
pood way of compensating for any Wealun-sses in uluffin;:, llov.vu r, the In at way 
is through ■ t ; 1 f f development and cnrcb'l rolcclmn of bdl-time por.auuu ], 
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]l is recommended Lli ;it all new full or part-time stuff participate iJi an 
orient at ion and Imaining program (see Stuff Development) which will prepare them 'or 
participating in tlic program. Tn addition, they should have free lime lo observe 
the stages, to got to know the community, and to become familiar with procedures and 
practices before they assume their full responsibilities. 
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2 . 5 Leploy men! 

To establish the exact number and typo of pci. so; mol required to 
operate any individualized instruction school is, at beat, a difficult task. The 
Fort Lincoln School is no exception. The flexibility of the education program and 
the intent lobe josponsixe to parents* and students* changing needs impose a great 
deal of uncertainly at this point in time on when and where personnel will be re- 
quiied. The desire to prov ice instructional coverage for students throughout an 
extended day ( 7 AM to 7 Flu) requires the presence of teaching and parapi ofcssional 
personnel throughout the clay; the desire to provide instructional coverage all year 
round imposes similar requirements. The desire to provide a staff with a rmn- 
pletc set of professional competencies requires the availability of teachers with 
many specialties: language arts, mailicir idles, special education, science, social 
studies, music, art, human relations, physical education, and others. And all of 
the personnel with their special knowledge must be organize * so that this knowledge 
can be brought to bear upon the developing needs of all the children in the Fort 
Lincoln School. Thus, it should be clear that no one staffing plan (number, organ- 
ization! t^pes of personnel, schedule, specially repertoire, etc.) can he regarded 
as the complete and final plan to satisfy these educational requirements. Many 
plans are possll.dc. The material below will describe one plan ; ,itd the rationale 
for its content. ]l is belie ved that this plan is feasible and will provide a respon- 
sive, professional, and adaptive educational environment. Of course, it will lie 
necessary for the staff to constantly r r, tl\;.o and adjust the staffing pattern and 
deployment on the basis of pupil and stab needs. 
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2.5.1 Const mints 



It Is useful (o preface discussion of the Idea itrHf \\ i t h a listin'; and 
description of the constraints within which the Plan was designed, These constraints 



were: 




o Instructional needs of children will at all times be met by pro- 
fcssional personnel. 

o Instructional support functions will at all times be under the 
supervision of professional personnel, 
o The instructional program will be available continuously from 
7 AM to 7 PM, six clays per wee’:, Monday through Saturday, 

12 months per year. Children will attend school at least a 
total of ISO clays per year; they may attend school as many days 
above the ISO as they and their parents wish, 
o Teachers and administrative personnel will regularly work 
6 1/2 hours per clay, 5 days per week, 11 months per y.ar. 

The G 1/2 hours per clay includes time for lurch and for instruc- 
tional planning, parent confe: mees, etc* 
o Para p refers s ion al personnel will also regularly work G 1/2 hours 

per day, 5 days per week, 11 months per year. In-service 
training when required will lake place within tins lime, 
o The Fort Lincoln School will close only on nulio si holidays. 

The ins! motional program arul/or staff development activities 
will be available den in;: the current P.O, ’’school holic . . \ , " 
e,e, the Christmas vac alien pc vied. * 

^SlaH sain rirs have been a din led jo reMcei tin* 1 n;;er v.mk ye.tr and Ihc abr-cuec 
of guaranteed f 1 1 > ; - * ■ i vnnee of ’’school ladi :ia\ a. M 
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Profes: done 1 personnel will n-.U be require 1 to "supervise" during 



lunch period-;. Community volunteers, p.-nvipvofessioiinls, :m« 1 
student helpers will perform Micro tasks. However, professional 
and piirnprofcssJonal personnel arc encouraged to cat luneli with 
the eliildrcn and thus provide an opportunity to share social 
and informal experiences, 

o The staff must include personnel with one or more specialities 
(acquired either through academic preparation or specific work 
experience). All of the specialities listed below must be 
represented among staff capabilities. 

Language Arty 

Mathematics 

Art* 

Music* 



B eh a v i o r al M a n a go m e * \l * 

Preschool 

Science 

Social Science 

Kurin Mimics * 

Shop * 




Physical Education * 

Special Kdiieation ! 

Language Development (in (he pu school) 

Huron: lbdatioiis ' 

Mmp;»i 1. a! (o note Mini "non-acad- nit-’ 1 b\u Ik rs are t\,;ular stalf member;;, 
iub gmfed into stage b ams, wiili l'nspi nwjbilify b' instruct in all .subject areas. 
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The organization of the staff marl be .such that these spce'nl shills 
can bo applied lu the learning needs of all I he children. Tin's can take place dnayUy 
in the form of instruction, tutoring, prescription, etc., orjncli reedy as when one 
staff member serves as a consultant and resource person to another staff member. 
Organizational constraints include: 

© The ratio of students to professional personnel may vary through- 
out the day but in no case will exceed 70*1 during instruction. 

It should be noted that during the time when there arc large 
classes great reliance will be placed on self-instructional 
materials, paraprofessSunal personnel, student helpers for 
scoring and data collection, etc. 

o The ratio of students to professional personnel should not be 
low* or than 20:1. The reason for this constraint involves more 
than mere economy. Individualized instruction not only 
permits, but indeed attempts to develop independence and self 
reliance on the part of children. An environment that prov ides 
"loo many” teachers from whom directions and assistance can 
be obtained is not an environment that is responsive to children’s 
real needs. 'Phis does not mean that children will never receive 
intense, individualized attention by teachers. In fact, 
individun /.cd i instruct ion permits such attention to lake place 
more < fieri mi l to be more directly focused on a child's U aruiir- 
problems than is the ease with the trudilkmal classroom. How- 
ever, the ( durational enviromiunl Trued be sm-h ;lm1 Ihc child 
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perceives it In respond to explicit, ti rLi<*n 1 ;;! od need;-;. The 
child must sense that he plays the vi t ill part in identi fy.ing his 
learning difficulties, indcpcndev'tly Inins.' to solve them using 
an increasing variety of tools, and then, if necessary, revues tin 
assistance from a teacher. This is one very important aim of 
the design of the Fort Lincoln School. 

2. 5. 2 Staff Plan Exhibits 

2. 5. 2. 1 Summary of Personnel 

Figure 2-5 presents the number of staff pe rsonnel by stage 
assignment and salary level. II will be noted that administrative personnel are 
included in the professional staff since they participate in instructing, prescribing, 
and planning for the needs of individual students. 

2.5*2. 2 Distribution of Professional specialties 

Figure 2-0 presents the distribution of instructional specialties 
by stage and salary level. This distribution reflects the expected require writs of 
children in each stage. Personnel will work primarily with children in the assigned 
stage but will bo available ns consultants lo teachers on individual problems with 
children of other stages. In the Fort Lincoln School, specialised knowledge can be 
brought to bear upon indo ukial phobic ms in a v:v» inly of ways. For example, n 
toucher with special education hainim; is shown nominally assigned to St: ..e 11. 
Ilowevei, tins teacher maybe responsible for pi-rsonnlly advising several children 
from other .stages \vho?»o nocd:> dielalo arch as.dgm will (sec Education Finn, Sect ion 
1. 10, for a description of the role of :u!vi -or). hi addition, the teacher with com- 
petencies in special edaca'h u may help (cnrhcis * ioi tin. 1 pm-Me; m of 
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Assignment of Personnel 
by Sin *!,o rnul Salary Ia vcI 




Stud /Pr of Slu rl / A i 
44* 22 



39* 



3G* 



24 



24 



2 See'y - Typists 
12 Tenclunj; Ass'ls 
14 Pn r a p r o f o s s i o\\ a 1 s 



18 Teachers 
J> Admin. 

+ 23 Professionals 



37 Total SUiiT 



* Nolo Hint administrative personnel participate in the inti motional pvjeossi mu! 
thus those ratios arc lower Ilian tliov.n. 
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individual children. This help may coushd ol' interpreting l*\st data, s vggcxd mg 
prescriptive strategics, ideal Uving behavioral symptoms to watch lor. r<j\'i c*Vi i n 
use of special curriculum materials, etc. 

2. 5, 2. 3 Stuff Schedule 

Figure:; 2-7, 2-S, and 2-9 display staff assignments that 
might be made lu cover im assumed distribution of student attendance requirements. 
The assumed student requirements arc shown in Figure 2-JO. The rationale for 
this schedule is given below. 

We begin by assuming that approximately 10 percent of (lie 
student population will choose to attend school on a Tuesday through Saturday 
schedule, (see Figure 2-10). The remaining 90 percent will attend Monday through 
Friday. In addition, we assume tlial, on the average, 30 percent of the children 
will choose to attend school on Saturday l<> lube advantage of the gymnasium, 
complete a special project, use the library, see a special film, etc. Ihcro 
assumptions yield the student loads given in Figure 2-10. 

Note that there are three separate types of days: Mondays, on 
which 030 students attend school: Tuesdays through Fridays, on which 700 students 
attend; and Saturdays on which 230 students attend, 

Using these assumptions, we next deri\c a feasible staff 
schedule for each type of day. This is shown in Figures 2- 7 2-v, and 2-9, All 
of the constraints listed in Section 2,2. 1 above have been met. 
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Monthly Siuff Schedule 



Student Load *- CJjO 



a. m.7 8 ft 10 11 12 1 2 3 4 5 G 7 p.m. 



Teachers 




I 


1 


1 


1 




1 


















2 


2 


2 


2 


- 


2 




















5 


5 


5 


- 


5 


5 










14 










2 


2 


o 


- 


2 


2 
























1 


1 


1 


1 


1 






















3 


3 


3 


3 


3 






0 


3 


8 


to 


10 


2 


9 


11 


G 


4 


4 


3 




Admin. 


I 


1 


1 


1 


1 
























2 


2 


2 


- 


2 


2 










i 














] 


1 


1 


1 


A 










1 


1 


3 


3 


3 


.l_ 


3 


3 


1 


i 








Assistants 


2 


2 


2 


2 


2 






















2 


2 


2 


2 


2 






















3 


3 


o 


- 


3 


3 










10 


















3 


3 


3 


3_ 


3 






2 


4 


7 


< 


7 


2 


3 


G 


3 


3 


3 


3 








Helpers 


2 


2 


2 


3 


3 


- 


3 


3 


2 


2 


2 


1 


25 






Volunteers 










3 


3 


3 












3 


Student 


























Load 


03 


189 


441 


441 


441 


378 


501 


441 


18ft 


LSD 


189 


15S 


Stud/Prof 


GO 


47 


40 


34 


34 


12G* 


42 


32 


27 


3S 


47 


53 


otud/Stuff 


21 


24 


25 


22 


22 


r tG 


34 


22 


10 


24 


27 


2G 


Stud/ Adult 


21 


24 


25 


22 


It) 


47 


28 


22 


19 


24 


27 


20 



Prof = Teachers 4- Admin. 

Staff - Teachers + Admin, f Assistants 
Adults - Teachers + Admin, r Assistants 4 Yolnnlccis 



* Lunch Period 




Fiuiirc 2 -ft 



nr 



Assumed Student Lends by Day of the Week 



100 

80 

GO 

40 

20 

JO 

0 



N - 700 



s 

Student 


M 


T 


W 


Load 


G30 


700 


700 



TOC 



F S 
700 28 0* 



* Of these, 70 attending on Saturday in lieu of weekday and L10 attending 
ns ’'extracurricular” activity. 



O 

ERIC 



Figure 2-10 



Finally, the effects of student vacations on si all vacation 
schedules ore considered. Figure 2-11 shows the assumed clisi miration of desired 
student vacations. For purposes of siinple illustration, most of the vacations arc 
shown as being continuous, (i.c. , each child is on vacation for two successive 
months). Tea percent of the students ave shown as taking split vacations, one 
month at Easter andojic month at Christmas. The resulting student loads are 
also shown in Figure 2-11. Figure 2-12 shows our assumptions about the distri- 
bution of vacation times that will be desired by the staff. While these arc assump- 
tions, they were made independently of the student distributions. Figure 2-1.3 
shows the resulting loads and the ratio of students to professional staf r (teachers, 
administrators, and assistants). These are believed to be reasonable. 

The above simplified illustration has ignored any consideration 
of maintaining a balance of personnel lypes during vacation periods (i.c. . teachers, 
administrators, and assistants). Likewise, scheduling constraints caused by the 
desire to maintain a balance of professional specialties and the desire lo coordinate 
the vac* 'ons of individual chUdren and <hcir advisors so as to maintain continuity 
have been ignored. These considerations can only be factored In at t he lime that 
vacation selections have been made by children (ge nerally two months advance notice 
will be required). 

One final factor (lint might lead lo questions is that of absences. It is 
believed that the individualized instruction system designed for the Fort Lincoln 
School will accommodate normal absence patterns (both on Hie part of children as 
well as staff) without recourse to substitute personnel. In the event of extended or 
mass absences, substitute personnel can be retained with perhaps some overtime 
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required from the regular staff (to be paid for). Substitute pej.v a. mol will Lake 
over the rob? of assisting children with instructional questions, tutoring, and 
group instruction Vkhile the regular staff continues the roles of planning and 
prescribing. 
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Percent of Students on Vacation 
by Month 

(Kuch student tub in;*; two months of vacation) 
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Number of Sis*- If and Sin Jen Is 
in School by Month 
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(lie 1 \ a cations of individi: : 1 children and their advisors so ns to maintain continuity 
bnvo been ignored. 'Inese confident f ions can only bo factored in at the time that 
vacation selections have been made by children (generally two months advance 
notice will be required). 

One final factor that might lead to questions is that of absences. 
It is believed that die individualized instruction system designed for the Fort 
Lincoln Schorl will accommodate normal absence- patterns (both on the part of 
children as well as staff) without recourse to substitute personnel. In the event 
of extended or mass absences, substitute personnel can be retained with perhaps 
some overtime required from the regular staff (to be paid for). Substitute 
personnel will take ove r the role of assisting children with instructional questions, 
tutoring, and group instruction while the regular staff continues the roles of 
planning and prescribing. 
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2,0 UeeruiLncat 
2,0.1 Criteria 

Since tlio Fort Lincoln New Town School v. ill be a new entity, certain 
recruitment criteria musl bo addressed. These criteria incline tlie following: 

• That recruitment begin at least one year before the opening 
of the school to ensure sufficient time for interviews, 
observations, reviews by various groups involved; 

• That recruitment personnel have at their disposal the 
criteria for staff selection; 

o That staff be brought on board in time for the Phase I 
Staff Development program; 

o That recruitment procedures grow out of the combined 
criteria generated by the Planners, the Special Projects 
Divirion of D. C. Public Schools, the FLNT community, 
and the Interim Education Committee; 

t That recruitment constraints generated by the Special 

Projects Division and the FLNT community be In the posses- 
sion of recruitment personnel before recruitment begins; 

o Thai staff to be recruited should be especially .sensitive 
to FLNT area needs and expectations; 

• That the D, C. Public Schools provide up to percent of 
those working in the first Fort Lincoln School; 

o Thai, where possible, support staff (custodial, mab.Vnance, 
dietician) reside/ in Hie FLNT area; 
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That personal qualifications rmd experience ho con- 
sidered as important as the educational qualifications 
of prospective staff. (This is specified in Section d.5. 1 
of the Community Participation Plan.) 
o That volunteers, resource person*.. 1, and consultants 
be recruited through a process similar to that for lull- 
time sbaff, 

2.6.2 Sources of Personnel 

2. G, 2. 1 D. C. Schools 

As specified earlier, up to 50 percent of the full-time staff 
for the new Fort Lincoln School will be sought from the D. C. Schools, Tills 
implies that teachers now working in the D. C. Schools who arc eligible for 
transfer may wish to transfer to the Fort Lincoln School and should have the 
opportunity to do so, The Special Projects Division will be able to negotiate 
transfers and any administrative changes necessary in order to comply with 
D. C. transfer regulations. However, those teachers who wish to transfer 
must be conducted through the same screening procedures faced by candidates 
from outside the D. C. Public School System. 

2. G. 2. 2 Immediate Community 

In addition to those candidates sought within the D. C, Schools, 
candidates from Hie immediate FLNT area will be encouraged to apply to leach 
and to act ns additional resources within the school setting. 
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Student helper*- will also be recruited to assist the staff, tt 



is expected that they will be paid £1. 50 per hour. The Personnel SubcomndUec of 
the I. E. C. * and the implementing A a, out will work out (Sic details of recruiting mid 
selecting these students. 

2. 6. 2. 3 Washington, D, C. Metropolitan Area 

The Washington, D. C. Metropolitan area will act as a further 
resource of prospective candidates and should be canvassed for appropriate personnel. 

2. 6. 2. 4 Other 

Some service oriented groups and agencies will be contacted 
for recruiting staff, including: 

« Local and nationwide universities. 

o Other innovative school programs. 

• Foreign sj stems that specialise in innovative and individ- 
ualized methods in the field of education - Leicestershire. 

9 Peace Coras returnees. 

# Urban Service Corps. 

9 National service fraternities. 

9 NEA SEAHCII, Washington, D. C. 

9 Montcssc : and other non-public school programs, 
including parochial schools. 

2. 6. 2, 5 Volunteers 

Permanent staff will not be able to function in the most effective 
and efficient manner without assistance. Volunteers are needed to supporL the 
* Sec Community Participation Phn, Section 4. 5, A (p. 4-21) 
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instructional process, to create staff cohesivcncss by permitting additional time 
for planning, and to act as suitable role models for students in the school. Volun- 
teers are expected to be recruited from the PTA, I. E, c. , FT, XT Council, and 
other interested community groups. 

Volunteers act as unofficial representatives of the community. 
The\ should be ns Leci to meet criteria similar to that which permanent staff 
is asked to meet, with the exclusion of academic requirements. 

Volunteers will be asJstcd in the school by the Resource 

Coordi; at or. 

2.G.3 Recruitment Process 

Findins the right person for a given job in the Fort Lincoln education 
system is a high priority both in tire context of planning and operations: planning 
because no matter how well articulated, the written plan will never be carried out 
effectively without the "right'' persons performing at their best; and operationally 
because only the "right" persons can perceive the goals of the system and make the 
best use of existing opportunities to achieve them. An important aspect of the 

process of seeking the "right" persons will be the approach used by the Uecruitmcnt 
Team, 

A further consideration in the recruitment process is the time span 
needed to devise a series of recruitment approaches, observations, and inter- 
views. The recruitment process should be started as soon as the system, school, 
and community constraints arc clearl” delineated. 

The Interview process involves a consideration «>r objectives, criteria, 
constraints, etc. , leading to ti e selection of the "right" persons and to the eventual 
development of a creative, cohesive staff in the first Fort Lincoln School. 
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o Recruitment Team 



The Recruitment Team will be composed of representatives 
of the General Learning Fort Lincoln Project Team, the 
Special Projects Division, the C. school;; Personnel Office, 
and the 1. K. C. The function of the Team will be to ensure 
that there is a plentiful supply of highly qualified potential 
candidates available from which to select the school staff. 

This will require preparing and disseminating recruitment 
materials, follow-up interviews, screening, orientation, 
and consultation during selection and training. 

The Recruitment Team must have at its disposal clearly 
defined criteria for selection of staff. The Team must be 
experienced in detecting certain individual characteristics 
of people and in judging individual behavior in a group context. 
In addition, it will be necessary to visualize the staff at 
various points in time, i.e. , preservice, beginning operations, 
mid-operations, first year end, second year beginning, 
o School Adini. 'strati on 

The v ort Lincoln School administration (Special Projects 
Division) will screen prospective staff members in relation 
to selection criteria. In addition, it will cooperate with the 
FLNT community and the recruitment staff as outlined in 
Process for Agreement. The D. C. school administration 
will effect transfers from within the system and will utilize 

the criteria for selection as listed 'n tins report. 
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The 1. E. C. Personnel Subcommittee \vU] screen prospec- 
tive si riff members, emphasising* personal qualifications. 
Screening instruments will include observations, interviews, 
and application forms. 

2.G.3.1 Compilation of Staff Profiles for Prescriptive Purposes 

During the recruitment and selection process, initial profiles 
of potential staff members wiP be developed which can be used to prescribe addi- 
tional training* and/or orientation during the prescrvicc period. The profiles need 
not be lengthy, but should be accurate and easy to read for pertinent information. 

An example of this need follows: 

A highly skilled teacher will be hired. This teacher 
is acceptable, but has little experience in responding 
to community needs. Her profile indicates that she should 
participate in the Phase I Staff Development program, 
and that an in-service experience may not be called for 
if the preservice experience is successful. 

The staff profiles will be similar in many ways to student 
profiles. As student profiles arc a required part of the development of a student’s 
growth, profiles of teachers will be used to plan a teacher's pre- and in-scrvicc 
training, assist the teacher in self-evaluation, provide a record of growth for 
peer evaluation, and provide a record of teacher- student interaction. Prescriptions 
thus formulated will be soundly derived and will form a firm base for future planning. 

Profiles in the recruitment stage will necessarily be sketchy, 
but a process will be started that is cxli cmvlv useful and can be expanded over a 
period of time. A sample profile amlprescription ai o shown on the following pages. 
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What workshops have you attended? 

Have you designed curriculum? 

Have you had experience with micro- teaching? 

Have you attended scnsitivit}\ T group, or laboratory encounter 
sessions? 
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T) I SECTIONS : !iea<! each it on and place a cbech in the column th t anpliea to you. 





»5A''E DEMONSTRATED THIS TO OTHER TEACHERS 



(Ilotri 4 cent; Vi) 



6* 



c. Corcxunity agency personnel* * , 

f* Social caseworkers 

g* Health specialists 






I ENGAGE IH INDIVIDUALISE!) INSTRUCTION 

by pa'XT icing run follo wing? 



a* Writing instructional objectives 
in behavioral turns 



^reassessing the child’s progress 
toward obiectives . .*, 



Determining the student’s learnin? 
style 



d* Preparing individual prescriptions 
of learning activities 



G. 



Retesting to determine his changes 
in perfornjncc 
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I ADAPT KY INDIVIDUAL TEACHING STYLE TO 
THE DvEOUimFAJTS OF TUE HID I VI DUAL LCAHU 
IMG SITUATION BY THE FOLLOWING: 



a. Adjusting the directness or 
indirectness of influence that 
I exert on the learning situations,- 



b. Modifying ny degree of formality in 
man aging classroom activities - 
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At! jus tin/, the decree of personal 
involvement I exercise in tcaclier- 
pupit relationship*. 
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HAVE DOME THIS OFTEN 



(Item 6 contM) 



d. Adapting the intensity level 

of media and stimuli I e mploy > 



THE DAI EV CWCilCVUn PY llODIFICATIOTS 
OF THE FOLWflW: 



Ichedulinz; activities. 



h. Usitv. svall-^roup activities*. 

i. Using; independent activities. 



1, Arr-jn^in;* conditions for pupils 



n. Amn’inr* conditions for teacher 
off Lei one 
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i have done this occasionally 



(It e^. 7 coat’d) 




a. Film strip projection. , . , 

b. Record player 
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0. I UTILIZE MATERIAL? AMD EQUIWMT 
FROM THE BROAD SPECTRUM OF MULTI- 
MEDIA: — 




Tape recorder 



Film projector 

Overhead projector 

Listening stations 

Language master. 

Opaque projector 

Controlled reader 

Typewriter 

Adding machine * 

Video-tape recorder...., 

Radio 

Television 

Mj cro. scope 

Slide cancra. 

Slide projector . 

Chalkboard ■««« 
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(Item 8 copt’d) 
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Abacus, *..***«<«.«» 

Still camera. ... 

Cartridge f i lrs projector*. 

Cook materials 

Magazine materials 

Pews paper materials 

■Ureo/ditto materials 

Teacher prepared materials 
Student prepared materials 

Chemicals. 

Earth resources 

Mat ter "energy re. ources, . . 

Sensorial materials 

Zoological specimens 

Botanical spec irons 

Taper 

'■’ril l tv, implements 

Model $ 
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HAVE no -IE T !/ IS OCCASIONALLY 



(ItOr; £ COnt’rl) 



kl Maps 
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nl Flat pictures ♦ 

nl TUrcc-dinensiciwL artifacts* •• • 

ol Blocks 

pi FuzrJirs *inH frvnr.s 

a 1 "*.cso3.s * « 

rl Paint?; 

si Clay 

tl Vood 

ul Crayon 

vl 5and 

vl Vat or 

x 1 DraPUic rlay r^turCal . 

Vl Oit .'arrr o rcrVi..,. 

?J Viir crr.i. Ir-n p ta L-^ls . * • • 

.*?/' Plvc f ; print fa;". mt-*r fa In 



ERIC 



12 r,o '• !i i i *y r 1 1 ' . v 1 1 1 *- * • 



to 

o 

H 

C 



cr. 

M 

s 

H 

M 

ta 









o 

c 



hi 

o 



III 



M 

*2 

hi 



ra 

c 



PC 

c 

n 

h 

o 



<? b 
x C 

M ’J: 



C 

M 

O 

C 5 

U 

c 

e- 

M 

H 

g 

c 

P 



H 

t, 

C 



T-: 

W 

£" ■! 

O 

C: 



c . 

i-i 



H 



P 

W 



H 

O 



O 

H 



P. 

P-J 

H 

< 

H 



O 



(Sj 

p 



w 



92 



(I ton n centMJ 



9 , 



c 2 Veight and balance :naterials # • ♦ , 
d 2 Templrtes 



c 2 Health rind nutrition mater 

f 2 Tapes and recordings 

g 2 Musical instruments 

h 2 Outdoor equipment , . , . 

12 Perceptual- motor equipment 
j 2 Household tools. 
k 2 Field trips 
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HAVE DONE THIS OFTEN 
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STAFF DEVELOPMENT PHESCWPTION FOKM 

Name 
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2.(5. 3.2 



Observations and Interviews 



At least eight moidhs will be* required to carry out personnel 
recruitment. Three months will be required for approval of positions by the 
Hoard of Education, announcement of the approved p jsitions, and advertising 
for these positions. Another three months will he required to observe, interview, 
and screen candidates. An additional two months will be required for their 
approval by the I. E. C., school core staff., and the Hoard of Education. Included 
in the last two months are their certification and appointment. 

After preliminary contacts have been made, observations of 
prospective staff member * will begin with a scheduled visit to an institution which 
can provide the types of staff needed. The Recruitment Team will begin to 
schedule interviews and follow-up, after which the Special Projects Division and 
the Personnel Subcommittee will undertake appropriate screening. Referral of 
prospective staff members to the D. C. Schools fer approval, certification, 
and appointment will take place after initial contacts, visits, observations, inter- 
views, screening, and approval by the Personnel Subcommittee of I. E.C. and the 
Special Projects Division. Appropriate forms and schedules will be developed to 
facilitate this p v css. (Sec the Community Participation Plan.) 

2.(5, o.. f i Process for /gi cement 

The following pvoecJ?* agreement scenario describes how 



agency agreement will lake place. 




The Recruitment Team gn(h?rs information regarding 
contacts. Visit;* are made : ml the Team ii U rvicv.o 
applicants an 1 beco, Js obse ■Nations, Intel vie \s arc 



also scheduled for those who do not ivqu'«m visits, ’the 
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Recruitment Team develops and gi voa profiles to the 
Special Projects Division and the Personnel Subcom- 
mittee. T)io Special Projects Division schedules 
interviews between the candidates and the Personnel 
Subcommittee. The Peroonncl Subcommittee develops 
an approved list and sends it to Hie Special Projects 
Division. The Special Projects Division, if no dis- 
agreement develops, forwards the list and accompany- 
ing required documents to the Board of Examiners for 
approval, certification, and appointment. Should a 
disagreement arise, the Special Projects Division will 
request a new decision from the Personnel Subcom- 
mittee. If no agreement is reached, Special Projects 
Division shall mediate and/or adjudicate. Figure 2-14 
on the following page is a diagram of this process. 

2. 0.3. 4 Screening 

The Recruitment Team will provide initial screening inputs Co 
the Personnel Subcommittee and the Special Projects Division. Screening here is 
mor.nl not only to eliminate undesirable candid lies, but will also serve to further 
refine n creitment criteria. A*? the recruitment effou unfold-:, nil partie s b> 
the process will I e belter able to refine their objcctivcr. Screening will be veil 
coordinated if the preliminary phases of rv hiblishmg criteria, observing, visiting 
and intern ievvirg are carried oul cl’fieicnlly. 
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Hoard of 
education 



2.7 Select ion 

2.7.1 General Criteria for Selection 

This section treats general criteria for selection in terms of staff 
contributions to the Fort Lincoln First Facility education program. The essenti: 1 
criteria, of course, are interest in ancl commitment to working with children, but it i 
assumed that all potential candidates will be prescreened for these attributes. All 
criteria related here pertain to personal and/or professional requirements that 
future staff members should possess prior to the selection process. Applicants 
need not meet all the criteria, but should be prescreened to determine if they are 
capable of meeting most criteria. 

♦Several people will be selected as alternate stuff members. This 
procedure would provide a small reserve of trained people in addition to the full 
staff and allow for withdrawal by anyone who decided during the program that he 
did not wish to work in the Fort Lincoln School, Any alternate participating *n the 
Phase I Staff Development program but who does not remain on the Fort Lincoln 
staff would be assured of a position in some other school in the District. 

2.7. 1.1 Openness to Change 

One of the chief characteristics of Fort Lincoln School staff 
members must be their adaptability to changing requirements. Therefore, the 
JU'crir' mcnl Team must bo especially conscious of those special people who po^sr ss 
this cha rue tori Ft if Further, the Team must seek to identify those people inter- 
ested in the FLNT concept. 

The foPo.ving character hdics exemplify whit is meant by open- 
ness to change: 
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0 An openness to novel approaches nr cl solutions 
to educational p ruble] ns. 

9 An ability to project a personal desire to learn, 
o An ability to tolerate high levels of ambiguily 
and to maintain personal stability in conflict 
situations. 

e Some experienc e in working effectively with 
minority group people in or out of the field of 
education, 

2. 7. 1.2 Skills, Strengths, as i Weaknesses 

By developing the staff profiles previously outlined, the 
Recruitment Team should be able to provide initial quality information io the 
Personnel Subcommittee and the Special Projects Division in terms of the skills, 
strengths, and weaknesses of prospective staff members. The information will 
be presented to these bodies in a format which defines the level of skills, degree 
of strengths, etc. according to the rating system developed by the Recruit mem 
Team. 




Skills fall into special categories: 

9 Subject matter 
© Arts, crafts 

o Technical - electrical, woodworking 
o Rer.cn rch techniques 
o Community organisation, social action 
Some >*l rrngtha a re: 

o Ability b> wur'; rffeetivf ly vith picoj-.s, puvnis, u\ 

o Ability to learn to adapt, 

2-MI 



student *>. 
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Sonic weaknesses are: 
o Inability to plan ahead, 

0 Evidence of poor judgment. 

All the skills, strengths, and weaknesses will be entered into 
the profile folder, with permission of the candidate, and will form a core of infor- 
mation for use in individualizing Phase I Staff Development activities, 

2, 7, 1, 3 Adaptiveness to Team Effort 

There arc persons who work particularly well in a team setting 
and these are persons that the Recruitment Team must seek. Since this character- 
istic can only be Icier mined through observation, it is suggested that observing 
candidates should be an important part of the recruitment process, 

2,7,1, 1 Leadership and Development Potential 

It would appear that leadership qualities conflict with the notion 
of team effort because all persons cannot act as loaders all of Die time. In reality, 
however, no tender acts as a leader all of the lime: ho or she must also support 
others in their effort?' j>nrt of the time or act in a resource capacity. Maturity 
hero would seem to be the distinguishing characteristic to be sought. A mature 
person (young cr old) will be able to behave as IT c situation demands, acting as 
leader, a support person or as a resource person. Maturity usu: ??y comes with 
exp-eric >irc blit this i.s not always the ease. Certain!} V c potential for mature 
behavior exists in must people am- the Pori Lincoln School Is no less a (raining 
ground than any oilier in the United State *. Therefore, qualities of leadership 
and team work are not necessarily incompatible, hut merc-lv lnrder to find. Some 
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of these qualities include: 
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Ability to trike (Tie initiative in solvin'; 
education problems, 
o Ability to generate incentives for volunteer 
involvement jn school activities, 
a Capacity to remain attuned to the individual 
needs of students. 

2. 7.1.5 Recruitment Follow-On 

Recruitment will continue under the direction of tl ic Fort Lincoln 
Program Director with the assistance of the Stuff Development Coordinator after 
initial staff has been appointed. 

2.7.2 Procedures 

2. 7. 2.1 Interim Education Committee 

The Interim Education Committee will delegate the responsibility 
for screening candidates for staff positions in the FLNT system to the Personnel 
Subcommittee. Procedures described in Section 2.0.3. shall be followed. 

2. 7. 2. 2 Certification 

The regular procedures o! the D. C. Board of Education for 
certification will be followed after proper approval by the FLNT community and 
the Special Projects Division. 

2. 7. 2. 3 Appointment 

The regular procedures of the 1). C. Board of Education for 
appointment will be folh.-wd after proper approval by the KENT community and the 
Special Projects Division. 
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2 . 7 . 2.4 



Hiring; and Phase I Staff Development 



Once selected, any staff members from out of town must be 
relocated quickly in oicle- to participate in the Phase I Staff development program. 
This implies that the Recruitment Team must be aw; ire of contingency factors, such as 
• Housing - location, cost, availability 
o Schools - for children of staff members 
« Forms - immediate application for health services, etc. 
o Transportation - access to the school 
e Timing - staff member advised as to best moving time 
© Reproduction - of materials needed by staff member 
The housing and school problems will be handled by the Recruit- 
ment Team, the Interim Fducation Committee, and the Special Projects Division. 

After the hiring has been completed, the Phase I Staff Develop- 
ment program will begin. Sonic hiring activities will continue, however. The 
Recruitment Team will have mainly a support function during this phase. A 
Recruitment Team member should bo included in the Phase I Staff Development 
program, not only to assist In resolving persona! problems of staff members, but 
to stay attuned to possible personnel needs for the present *ml the future. It is 
suggested Ural the Recruitment Team member be alb-wed to circulate freely daring 
the Staff Development sessions and to ha on call if ncuakd. Should a lew staff 
incinbiif decide that they do not want to remain at the school, replacements will 
have to he procured immediately. 
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2 , 7 . 2. 5 



Resumes 



An updated resume Hie will be maintained by the Personnel 
Subcommittee of the Into rim Education Committee and will be available to the 
Fort Lincoln School administration. This file, begun by the Recruitment Team 
and containing summary biographies, will be turned over by the Recruitment 
Team to the Personnel Subcommittee. 
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2. 8 £*■!!> jy.'Vfl !omm at. 

An educational system has the basic rcsponsihili [y lo protect its 
clients against incompctciv ?. It also has a higher order responsibility to provide 
the environment and opportunity feu* each individual staff member that it has judged 
competent to realise and maximize his potential contribution to the central task of 
the system — instruction. A system is only as good as the people who operate 
it — and the people who operate it are often only as good as the system allows. 

As used here, staff development refers to all of those activities 
cor. si cloved essential to preparing-, maintaining, and developing a proficient staff 
for the Fort Lincoln First Facility. 



The importance of staff development in the Fort Line ■!. sys- 

tem can not be overrated. This will be a brand new staff in a brand . v school 
with a brand new program. The theories, structure, and planned object :\cs of the 
system differ r.igaifieanlly from the theories, structures, and o' .‘exti os tradition- 
ally implemented in educational facilities throughout (he country. At t’:b- dm.:, no 
group of people can be located who are fully trained and prepared fo f. : ;.,n within 
this type of system. Ala since the* system is designed to remain r ( . hrngc. 
adaptation, and experimentation, shifts of roles ami revpanrubiFi : c., . acqui- 
sition of now capability : among the shdf will bo demanded, The I'J tf iKvcl- 
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As in the cdocmion ju\ -gram for Ihe students. the basic thrust of 
the Staff Develop™ - ns pi ogrnm si ould be: 1o dek.nmno and me;' the needs and 
interests of the staff members on an indi vidua lized basis. The same knowledge 
and skills \n i 1 1 not ):e recpii : d for eve ry position, and the people hired for the same 
type of position will vary in knowledge, skills, and experience. As the students 
begin to respond to the educational program according to their abilities and inter- 
ests, the instructional staff will discover skill and subject-matter areas in which 



they need further training. Assistance will be provided to the staff in ter jus of 
time and resources so that they ear. pursue their professional needs, but primary 
responsibility will lie with each of them for diagnosing and specifying Ihose needs. 
Like the students, each of the staff members should have a folder containing infor- 
mation and records relating to staff development activities. The first entry in the 
folder should be the profile of professional strengths and weaknesses which is pre- 
pared in consultation with the staff member at the lime lie is hired. (Sec Ttocnbt- 
meat. Section 2.G.3. 1.) This profile should be the fird step in facilitating the indi- 
vidualisation of the Staff Development program. It should h r used in planning, 
selecting, and devising appropriate learning activities fur Phase I. the two- month 
period prior to the opening of the J’ivrl Facility and should be continually npG/dod 
as the staff member paiTioip las in program offerings throughout hi a tenure. 

An important fringe benefit of individunli/.big the Staff Development 
program should be the develop! ill of a staff empathy for and insight into the 
ad’ is 1 monk? and rowm d ; the students Ibomsch ea will cxpeokvu c urnk r tie mime 



met! u1 of ins I rue! ion . 
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2.8. 1 Phase I 



An lntensi\e orientation, training, and pluming program involving 
all prospective staff members of the Fori Lincoln First Facility should be-in two 
months before the opening of the school. Experience has shown that without adequate 
stall' prcpavuticrn the implement alien of any new educational technique or program 
is bound lobe unsuccessful. Many of the instructional methods, materials, and 
equipment in the school will be unfamiliar to many of the staff members. If they 
are to be used effectively. the staff must be thorough!}' skilled and confident in their 
ability to use them. The staff members will need to become acquainted with the 
people of the community, the instructional resources offered by the community, 
and the school /commmity program that is planned for Fort Lincoln. On the assump- 
tion that people are more committed to a program they have participated in defin- 
ing, many of the education/' l procedures, school policies, and staff responsibilities 
have been designed to allow the staff some flexibility in their implement alien. Con- 
siderable lime during Phase I will be required for the staff to become muTLkudly 
acquainted with the school and the program and to make these final planning deci- 
sions. Most important, the program and operational design of the scncol demand 
that the entire staff discards traditional notions of staff roles and develop; ne w 
concepts and patterns of behavior in relating to student.-, parent:;. imd each; other. 

The school community ns a whole is expected to become a functioning team with 
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Phase I of staff development should proviso the time, gui donee, and support neces- 
sary to pei'ii'. 5 1 the individuals gathered together to become a team that l’ccognint 
individual strengths and v.eaUncs; •: s, shares decisions and responsibility, plans 
and compromises, and is able to tolerate the confusion, the anxieties, and the 
uncertainties that may accompany the early operation of the school. 

Because every staff member — secretaries and inaintenar.ee people 
included -- will play an instructional role in the school and because the development 
of a total team concept and behavior is essential to the Fort Lincoln Education Plan, 
all adults hired to perform any function related to the operation of the school should 
attend the two- onth session of orientation, training, and planning, 

With the addition of alternates and maintenance staff, the number of 
staff members in the Phase 1 Staff Development program will be approximately 15, 
The 35 eleven and twelve-year-olds selected : to be stuch rd Imlpcrs 
in the new school would participate port time in the sessions. Otto r pnrt-ti mo 
participants would include parents, volunteers, and tutors from the community 
education program (see Community Participation Plan). 

2.8. 1.1 Objectives, Content, and Shills 

The overall purpose of Phase I of the Staff Development 
program is to prepare tho staff and auxiliary personnel to irnplomuil the school 
program. The basic objective:* of t he program should he: 

o To provide ouch trainee v. ith tho information :uul rhids 
he needs to perform i fiVellvely no n n. n her of an 

* Sot- Pi r > . ' ' cn nl . S( ol ion 2. *». 2. 2 

107 



2 W 



educational team concerned with the development rind 
implementation of tlic innovative e due r Lionel policies 
and techniques o[ the Fort Lincoln School. 

o To develop working relationships which are open, posi- 
tive, mutually supportive, and non-hicrarchical. (This 
will depend on the development of an accurate perception 
of strengths, weaknesses, expected contributions, and 
necessary shifts of attitudes of ones self and one’s fellow 
workers. ) 

o To involve each trainee in the decision-making process 
regarding open ding conditions and policies to pro wail in 

the school. 




The Staff Development Coordinator for the First Facility 
siionld function as the training program director. He should assume this responsi- 
bility on Ida veil 1, beginning the detailed planning of curriculum, methods, and 
activities appropriate for the personnel lined for the First Facility. A full-time 
core training staff should start worhhjg nl least two months before the program 
bcgii s. The core slab should include a specialist in inch, kiuall/.cd inutrucbm* t an 
cxpcxt in behavioral management in sc flings similar to the Fort Lincoln School, a 
group process trainer, and a coordinator to train prtvaprnlV.mio mis, vohnU ei s, 
and student helpers. The core strut nv mbovs should r.ot only be experts in (h Jr 
tie! ’s but should have t:\tr n:i\v exp:, mime in tranm-g eumvdional p* rtorrul. In 
planning the t r.duin g png; ram , the com* .staff r.huuid n-l; upon rl.o npe rinh- t i - - ».i 

v«'i » bin the proposed staff to train their peer.;. For e •cample, tk y^t'u i 
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Coordinator should bo able to work with the staff o n the i-ae of available :u.dim, bnud 
equipment anti mniorluh;; the reading specialist should bo able to explain a ad do in oa- 
st rate the use of sol ceded reading curriculum materials to other staff members, etc. 



Using the behavioral objectives for the various positions and the profiles of the indi- 
vidual staff members as points of departure, the training staff wili select or devise 
appropriate learning activities .and criterion tests and contact appropriate consul- 
tant staff. 



ConsuFlff-t help will be required for short periods of time 
to covex' specific content or skill needs (e. g. , integration of academic games into 
the curriculum, learning theory, reinforcement psychology, diagnostic technology). 

Considering the character! sties of the Fix's l Facility educa- 
tion program and the objectives of (lie prc^ervicc program, the content of the Phase 
I Staff De\ clopment program should he focused cn fixe following h oad topics: 

e T he 1 ? I XT co 3 r n : \ \ n i t y a* ydj.f ml cn l nop v. 1 at i ( >n — s o c i o I c: ,y 
and c .onomies of the community; achievement and aspira- 
tions, particularly i,i regard to education, (Rc^oui ca r: 
Definition Phase findings, community speakers, and dir.- 
cushion leaders.) 

o Kdacat_in»in! phnc’ophy of the Fort I.ip.colr Sclu ol System -- 
discussion of rationale for this kind of school in this setting 
at tins point in time: implication:; for students, leat hers, 
and pare >il ■, (J»e£o:w ec (lie ph mu i\:, t he 1 ). C\ hhlum! 
System rep* eserkUi . or , community up< ■hcMiiCn. ) 
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0 10i!? . -- discus- don of edt iciil ion and 
(lie position and relationship of Hie V* vt Lincoln School lo 
the overall .system. 

° Washington Teacher's Union contract -- special 
provisions applying io Fori Lincoln School and rights 
and obligations of school staff members in the Union, 

0 hKlivi clualin ed inst ructio n -- overview of history and 

approaches with special attention to individualized instruc- 
tion, behavioral objectives, diagnosis and pre/amiption, 
use of materials, 

• QUffld^ftt iO ijfll st i_uc > inc a n d^oj ) e ]' a t i n :: procedures -- 
role and relationship implications of differentiated 
staffing and use of volunteers and stud?nl helpers; need 
and ways lo develop cooperation and respect among 
people: communication channels; administrative respon- 
sibililies and procedures, 

9 Cu r ricu lum — alternatives, opportunities, implicat ions: 
emphasis on inquiry and discovery rather than menvmi; > 
lion and drill ns the approach lo leaning; matching uf 
objeeli-.cs and curriculum; special activities and Ux-hni- 
cjues for recognising end teaching to needs of sLuhn's 
with learning deficiencies. 

o Kr'mnvos irwlnictiom.l in •'lie; dim:; * I’.c \ V, .deal 
plant: ulili antion of opr. a lie .iMo sq.-aeo. rrdevl.d am] 
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equipment; utilization of nonschool people am! in.slKntiom 
from the near and larger eomintinily n.s im-t ructior.al 
resources. 

* ah and ovnluaij — discussion of goals, areas, 

and techniques of evaluating* various aspects of the Fort 
Lincoln School operation; necessity of con [in nous adapta- 
tion and revision of program based on evaluation. 

Within these broad content areas there are certain skills 
ihs the staff will need to acquire or develop: 

o Ability to cope with feelings about one’s own limitations, 
one’s need to be liked, and to be approved by pupils and 
peers; to deal with feelings of infer! rlty and insecurity; 
to deal with feelings of suspicion and fear of pupils, 
paicnts, and supeiiors; to know how one’s behavior aud 
verbal communication are affecting others and how to 
modify both when one desires to. 

g> Ability to communicate effectively with sUukuts, 
community, and pears. 

© Ability to test and diagnose students achievement , bchavio 
and ini crests. 

o Ability to proscilbe appropriate educational activities. 

o Ability to eivnte learning cnviionmcrda. 

9 Ability to evaluate and analyse stiuhnt and ?deff pethw- 
mraice. 

© Ability to handle dbp: used admiriuh dive r* ; p.m.d! ilitlc.;. 

in 
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Ability to us o and nvwrdam r J ilc hard ware, 

o Ability to implement, adapt, and develop curriculum, 
o Ability to construct Khr.pl e research design, 
e Ability to evaluate one's own performance rind to accept, 
evaluation from others (students* peers, community, 
supervisors) . 

2. 8, 1, 2 Methods 

Throughout the training program the trainees should be 
grouped in a variety of ways in order to take advantage of program offerings speci- 
fically related to individual or group needs. Because all staff people will play 
instructional roles, because administrative functions w’U be dispersed and decen- 
tralized, and because cf the basic team approach in planning, all trainees will at 
one time or another be involved in a training or planning group with nil other trair.ee 
Suggested groups and examples of their activities follow: 

e By stage — clisci.saion of learning characteristics of age 
range covered by the stage; assignment of responsibilities 
wit Inn live stage. 

o By subject matter -- reading specialist explores curricu- 
lum alternatives for meeting objectives and domonsti Mcu 
their urc; off era: Miggc aliens and recommendations across 
stages* 

o Bv role - - team loaders re d coordinator.; v.orh together 
to simuinU oporat iug Team functions. 

ERIC 11 2 
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& 1}V fimctkm — all people involved fn record keeping and 
flow of informal ion related lo instruction review and 
p r ac lice p ro t: cdu re :j . 

o Tota l group — orientation sessions with planners and 
coni muni ty representatives. 

At any time these groups may include auxiliary personnel 
such as volunteers, tutors, and rstude. t helpers, as scheduled ' ry the coordinator of 
their training activities* Pavaprofcssionals and maintenance staff should have 
special sessions to plan their activities and to acquire shills tlxcy r will need to pipy 
instructional roles* 

Midway into the program the trainees should form task 
forces by stage, Operating Team. and Administrative Team in order to accomplish 
specific jobs to be done to begin effective operation of the school on opening day. 
Examples of tasks to be performed include: 

o Allocating equipment and space within the school 
« Student and staff scheduling 
& Ordering supplementary .supplies and equipment 
o lie vising forms 

o Establishing means of reporting to students, parents, 
community, and other educational institutions, 
o Developing approaches and materials for community 
education programs 

q Coidimihig to ind. curriculum mahmad', to obi 1 < ii e ; 
o Cnr/inni.;; to v uk- criterion U-sl ileni..- for terminal an 1 
inlei mediate objective:*. 
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At ill :s time, slag*; teams .should select f~tago roprcsontul i> tv 
llio task iorco portion of the program should provide the .* j I n T f the opportunity to lest 
the organizational plan of ihc school , to (Facet and work out the M bu';-;» 1T in the 
plan before scliool opens, and to begin developing the individual initiative and respon- 
sibility encouraged by the organizational plan. 

A sample of specific methods which could be used in pre- 
senting content and skill arc described below. 

o It is realistic to expect that a large proportion of the 
staff for the First Facility will not be residents of the 
immediate FLNT community, Therefore, it is pro- 
posed that all staff boards with families in the FLNT 
community for abr t 10 days during the training progr.m 
in order to begin to develop a sensitive uncbrsl ending of 
the community and the student population which will be 
served b} r the educational facility, Community council 
members would assist in arranging for housing (host 
families would be paid for lodging) and would partieip:-' : 
in group disrassioiis which deal with the experiences and 
reactions of the staff to the community live -in. 

During the program c; eh staff member would be asked 
to participate in at least one coma unity-learning 'investi- 
gation activity to be reported back to the gioap and dh - 
cussed (for < aurplc, into re dev. ir.g local pel ire nlfbers 
and comiinn.ily people about p.c-ivi plinea* of . . hai uiahb e 
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bctwc i police ard fojvins’.iiiiv, p: Herns of juvenile 
offend -‘is, nervier; available to Inc school), 

© Prior (o arrival at (be training site, each participant will 
be provided with a set of materials (e. g. the education 
program plan, description of the school facility, com- 
munity workshop reports, etc.) to be read. Each trainee 
will be expected to provide a written summary of ques- 
tions he has about these materials, conflicts he perceives 
in. them, hang- ups he has about implementing t lie program, 
etc. These report should give direction to the timing and 
content of presentations by program planners and suggest 
trainee groupings for discussing issues, 
o All sla r f members should work individually on the package 
of programmed jvudorinls dcaignc d by Kexc.arch for D viler 
Schools to train teachers in individual hied instruction 
( Tea ching m TTi published by Appleton-Ccntury-Croffa). 
Experienced I PI teachers should bo on tl e training staff 
in order to meet with small groups by stage and subject 
matter in Ike practice and application of I PI tc 'heiquom 
testing, diagnosis, prescription, etc. Practice should 
begin with case Indies and proceed to using actual stu- 
dents who v. ill !u* i iu'nllcil in the Fust 1-Veil i ! y. A |m*‘ 
t i u a of t acii d iv of die U’.umj g pro per. n sh>u]d include 
this exercise. Similar activity will have to be arranged 
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for iiuhvidtudiung instruction in subject matter--: not 
covered by JPI. 

g A videotape and film ban); r f student and staff beha\ ior 
at various singe levels in individaali;:t.d inst ruction set 
tings, col leaded daring the pi arming phase of program, 
should be available for viewing and analysis by staff 
members, 

o A micro-teaching curriculum made up of the skills 
needed by various positions in the Fort Lincoln School 
should be developed. Staff members who need to sharp 
or practice these skills should participate In the basic 
leach- rote:. ch cycle of micro-teaching. 

o One week of intensive group process training should be 
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a In helping the slsT U* cope with l ho problems of organic- 
injf mi tl using space in 11 k innovative physical plant of 
the Fort Lincoln School, Hie training program should 
include iin explanation of the features of the Fort Lincoln 
School and their instructional implications, the use of 
3-dumnisjcmal school models for planning ant, practicing 
the arrangement of moveable ami scamper jvmnenl fix- 
tures .and furnitures, and of the actual selling up of (lie 
school for opening day, 

€i As part of the task force planning of the Fort Lincoln 
School, models should be developed to simulate student 
and staff scheduling anal space and resource utilisation 
on the computer. If lime-sharhig ctgnpMant is available, 
these same simulation models shea LI be used by the par- 
ticipants of i\w training program as a tool for testing the 
implications of Ih^ir choices of staff end stuck ru schedok 
and other operatir nal program *. 

In addition, the folkwii g rcc^nuncndatioir; for a score ssful 
should bo given c arc r ul consid r;.- io». in planning other elements of the 



v hener*.!!, ac 



[ i v " * : ■ -s for ooti'.iuira iko of time. Occur ivan! 



evening sessions rhouhl bo irchmbd if ncccvsury. 
t> lU V.in the truming \vilh thme cvimi ii iu that fo.m.', mi t 1 
pavluipaats: bile i pc moral ivlath j\ diijv, vLlvdapui;;, 
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o Pegin immediately to rev, tv act to roles \u\<\ to rhc.v; tlml 
the imKhficfilion of traditional roles is not a throat. 
Establish the principle early that in a team endeavor 
people contribute that which they do best, 
e Plan parties or other social events (picnics, trips, 
luncheons, outings) which include husbands, wives, 
children. 

o Have the training staff available at all times, willing to 
help assist with pers vial problems and see that the pro- 
gram runs smoothly. Care ful attention is necessary to 
keep the program on schedule, to have equipment and 
materials available when needed, to be sure I hot the pro- 
gram runs smoothly, arc! to make cure tlmi: pay checks 
are on time. 



2.8. 1. 3 Sample Training Program Schedule 

The M curncuhun ,f of the training program can be eh sifie-d 
into four major comp. -vents. 
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o Orientation to E da call inn Plan, school facility, ore mi. a- 
lion structure, proved 'res. 

o IndUiduul and gr<* T p ovpndnvr.il trainin' in shill acqui- 
sition and attiludin; 1 development. 
f> Deck diui-rr ■<! bu; vojmunv v.i ^peralir.:: nafi h-an, pdb- 
cion. aud cun i*. ulum iirplcmcn!a1.‘en. 
r? Tash forte pivprnvtb'ji and implcn t ah'-i 'U oT rntivilh,; 
related 1-> opening of ; cVtvd. 



2-1 In 



118 



For (Ik’ most part, activities related to each of them- com- 



ponents me scheduled simultaneously throughout (he S-week program. 

y yiiv.K on ii 

o Refine profile of each Tort Lineohi Scho I staff member; catalogue 
abilities and resources represented. 

o Review education program for First Facility. 

o Discuss issues participants bring to program in written summary. 

o Community orientation; assign community lcarning/invostlgniion exorcises, 

o Prepare individual programs for the summer in consultation and cooperation 
with the Phase I Staff Development program instructors. 

o View, analyze, and discuss videotapes and films of student and staff 
behavior in individualized and innovative school settings. 

w dm ; two 

o Explore roles and relationship*, and interpersonal to'diniqm s daily in 
intensive group sessions. 

e Use oxer .‘isos with behavioral objectives ami begin to fit objectives to the 
instruetk nal materials and inst. notional plan. 

c Instrucikn and practice in the use of audiovisual equipment in the school. 

o Begin cormumitj live-in c iporience (different groups scheduled for j 0-day 
periods f .I roughout the fir.*t five weeks of the program}. 

o Sessions on administrative operations and ivrpomdMlitus. 

Wort; with programmed materials (IJ>T package of workbeuka) to train 
teachers ; nd aides; combine with prm .ice scrrie.as fcpei \ ha d by P ain'.":; 
staff. 

Begin mic mo-leaching clinic for ampul ring, specific 1 dll*:. 

Stud; and hub] seminar.-, in ihdi\ idiml subject-matter area . (iueliuk > 

USSi"! V \{r,] . 

lhdd;,rmi| si ■ sion v. ilh soesi! i\ ity tr. Brers (r o \Ym h Tvm) 
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Special group seminar.' fur support personnel crxpdoriug Ihe'ir relation:, hip tu 
insl r net muni program. 


o 


Consultant senssion . 


WEI 


i:K_yquu 


0 


Practice diagnosis, prescription, tuul evaluation. (all staff) 


0 


Begin diagnostic tasting of future .students. 


o 


Continue: micro- teaching clinic. 


0 


Continue seminars in specific subject-matter areas. 


0 


Define task;? that must he accomplished to prepare for operating program; 
form task force groups; select team leaders. 


0 


Group session. 


o 


Consultant session. 


0 


Sessions in administrative operations. 


v/r 




€ 


Tour of First Facility. 


0 


Plan use of space in First . cility. 


0 


Practice laying out :• carefully prepan 1 jbistruc'ioral environment. 


0 


Continue micro-teaching clinic. 


0 


Learn to use and integral y academic games into curriculum. 


0 


Conliauc diagnostic testing of future students. 


0 


Continue' scan in era on specific subject matter. 


0 


Cunsidin id a ess id u. 


\vn 


kK S 1 ^ 


o 


Hold ceannuuiilv soshn: re; at t and auedy/o live-in and n nnmuii ly 

invc: tig alii -a activities. 
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instruct km: i 1 m.iUminm; nr 1 r ae’. Ijl i* jv ; 1 cfjidp'sicut ar.d rupplirs; si'ndaV. 
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Continue dreuastic testify, . 
o Hold caiiorouc'cs with parents of prospective sUre.uis. 
o I? ole play system, 

o Sessions on achnist native opcrati ons. 

o Simulate parts of the system. 

© Group session. 

© Consultant session, 

WEEK SEVEN 

© Dry run school program, 

o Continue diagnostic testing. 

o Continue task force activities (e,g. , begin setting up physical environment 
of school). 

o Discuss research and evaluation activities and technique.', 

o Group session. 

WEEK EKEIT 



o Continue to exercise system. 

© Heport by evaluation team of Fort Lincoln instructional staff performance 
during summer program; make iu comrmuidatier.s for in-service (Phase II) 
pro-run. 

o Plan for in- ervh c (I h:se li) program ami continuing k ichor evaluation, 
e Use time left open as ciohrmhrd by lor l Lincoln staff. 

© Continue diagnostic testing. 

2.S.I. 1 Eqaipaunl anil Mato rials 

Aside fi’ij: .i the .spier*! films : ad mdmiah. vl n E .1 hy the 




core I ranting s .iff as efhut jw n i i an.' of training* the major cyaij . crl mb Mm* ly 
noc<l of the Pli;me I Staff Pev*. h pjnenl program is In he re a perthm of the e p : i j u 
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mid materials v/hh k will bo used in the opswatiou <: ' the First Facility. The sldi 
needs Lo he trained in the effective use of these items. Accordingly, at tic time 



that General Leavnmg Corporation submits a total equipm ut and materials list 
for rower.*, a second list will he submitted specifying the *!e;iis and quantity needed 
for use in the Phase 1 program, General Learning Corporation will also recommend 
staff develop] nenl hooks, films, and magazines for the resource cento t ana fox 



training staff consideration. 



Examples of equips icnt and materials which will 



rc com month fl 



for Phase I include; 

0 Videotape machines and tapes 

o Tape recorders and cassettes 

o Overhead projectors 

o Language blasters 

o Poloroid earn ex ns and film 
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o Typewriters 

o Tachistoscapo 

o Coni rolled recorder 

o Audio Clash Cards 

o Talking Page 

o Videotape, film, cassettes 

© IP! self- irw' ruction training m it or inis 

o l PI nvuhematics and i\ adhv; materials Cr Ynt: 

o A A AS sciriKt program n Mcriahs 

£> Special dM'frir Ivj ■writer \\rih l.i rjv ' prii-1 1> pc - i.uv 
;md in k cm>i rol for u. e in prcscin o! programs 
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The c osts of Phase I oT the SinTf Development pn gram which 
appear in Appendix A of the Funding Finn are based on the riFoUmplion that the pro- 
prrxiii will ho contracted'. The figures are. estimated on this basis and are subject 
to change as detail , d planning proceeds. 

2. 8. l.G Schedule of Performance for Phase I Staff Development 

Genera) Learning Corporation submits equipment and supplies 
list for the; Pha.se I Staff Development program to the Special 
Projects Division. 

Order for equipment and supplies is placed for deliver)- on or 
before beginning dale of program. 

Staff Development Coordinator assumes responsibility as 
Phase ] program director. Begins detailed planning of training 
staff needs and curriculum and activities. Administrative 
Assistant begins at the same time. 

Full-time cove staff for Phase I comes on be: rd and continue* 
detailed planning of program including choosing consultants 
for special purposes, sequencing find structuring learning 
experiences, etc. 

Staff reviews profiles of personnel lured for First Facility in 
order to plan appropriate piogram activities and to pinpoint 
those special resources within the group to be utilLcd in a 
training capacity during the program. 

Training staff re cohos recommended list r, f p-yii* to pnrlu.m 
pale in the training program from the Participation Subcom- 
mittee of Fw Interim hducudiou Commith e. 

If Hr.* First J'siciliiy is not completed by the stal l «>f the Vh:;re 
J proginm, a training .site ni'.sl be selected at Ibis time. 

Live-in arrangements for staff during the Phn c I premia m 
should be finalised In framing rtn’T :t d tin 1 JnS-.im Fda.vtien 
Committee P.n'tirjpT ion Subcommittee. 

Lquij>mcnl and supplier. for training program aio u< d\al aval 
stored ,d uniuir.g site. 

© 
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Community j; j-ou; to pa rllcipate in t raining program*; as 
discussion leaders shop If] ho soleclt d by this date. 

Tola! staff hi rod for Fort Lincoln Final Facility and cuimmmFv 
People, vulur.tci nr., and hi Ion; begin Phase II Program. 

Staff develops outline of suggested in- service (Phase II) 
activities for staff development based on learning experiences 
during Phase I. 

Phase I program ends. 

2.8.2 Phase II 

An in- service training program is an integral part of a system which 
aims to create a total learning environment for staff as well ns students. The desig- 
nation cf a full-time Staff Development Coordinator and the delineation of staff 
development responsibilities in all job descriptions reflect the importance which 
the FLXT planners attach to the concept that continuous professional development of 
staff is a vital part of the cducat. \ ml process, bearing direct relationship to the 
growth and development of the students. The planners recommend that 15 percent 
of staff time bo spent in staff development activities (to include daily planning 
time as well as specific training activities). 

In -service Paining as it u >w exists in the educational systems through- 
out the count] y servos a variety of purples. Among the most common arc: to 
compensate for the te:' elver’s deficiencies In Jus initial teacher training preprrd lo:: 
to advance and u\ date the teacher's grasp of subject maker: and to train the- teacher 
for other aspects of school v.nr!; (counselor, supmvmor, etc,). Iiw erv'kv training 
1ms a!:-o been handp > n a variety of;ry,>. The imbh [dual U a eh- r mb- s courses 
c>r auvauci d (h yrec v.orh on his own: imi\ mail :cs or colleges in emu;; u fh>n wl\l\ 
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school systems confer credit for practical experience or on-lhc-job train* g: school 
systems build lime allowance:, into their .schedules and operations for workshops 
and inetitelos and/or set up floating teams of specialists to provide on-lhc-spot 
assistance to teachers. In many cases, unfoid unfit civ, the preparation J a teacher 
beyond prerervico training is not direct* d to the improveme it of his performance 
but geared toward increases in sakny granted for munber of credit hours or degrees. 
Many of the in-service system programs do not respond to needs expressed by the 
teachers nor are there resources available to individualize the trail mg. 

The Fort Lincoln School in-service training program has an immediate 
somewhat single-minded purpose of encouraging and structuring in-service training 
activities \\iih direct relevance to improving die learning environment of the Fort 
Lincoln School, 

The foundation or basis for an effective program to ache j this pur- 
pose lies in the nature of (lie system or organixat ion in which it. takes place. Fort 
Lincoln School planners have created a design for the school in which Hie authority 
systems, decision-making processes, lines of communication, and general working 
climate should be so constructed that individual staff members have the freedom, 
motivation, resources, and mobility to pursue their personal and prof. ?sk:i.'tl develop 
meat. The position of the Skiff Development Ccnrd.knlor has boon recommend, d to 
provide technic; 1 ! ussmtarce to all staff members m their professional dew b pwcnl. 

In the execution oi his rc. pnnmbilines.he should place primary emphasis on respond)*;' 
to ik ed 1 * of ir.clividiK Is :u:d the system arid not to dcfinii.g himself v.h.al those nr* ds 
ought U> be. 

The Martin;; p= .» Y.t for the ir. sorvuv Sia ff 1L clop-ourt program ah. -rid 
he lli e neon'iima'd.; 1 imm in rule by all of the si df members at the end of the Fb me 1 



program. Having bad experience owr Iv.o in out In; with various techniques of 
training and with various consultants and each oilier, they should be in a position to 
identify the activities and renounces which they feel would be valuable for them as 
individuals or as group - in an in-sovvico program. Each staff member, with the 
help* of the Staff Development Coordinator and/or other members of the Phase I 
training staff, should be able to update hi. profile of strengths, weaknesses, and 
interests used as a basis for the design of the Phase I program. With (his U pc of 
record available, the Coordinator should be able to develop individual prescriptions 
of staff development activities as a phase of in-service training. It is recommended 
that staff development activities require less staff time during Hie first quarter of 
the school year than they will later when the staff lias been operating the program 
and has experience on which to base a statement of need a. 

2. 8.2. 1 Phase II Activities 

At this point in time, however, there are a series of activitie s 
or mechanisms which seem worthy of implementalioi in the Port Lincoln School 
in-service program afur review and discussion by the staff. 

o Group process sene ions should continue during the 
school vea* with approximately one session every 
two weeks. 

o Once ' month each staff member should request a 
pci r(s) ovnh alien of his performance in a spwilic 
aspect of hiu ;o!> rvspnrsibilitii’s (c,!;., group pre- 
sentation, diagn.wir nf ; orb a! Kh aim*, selection 
of earriculcr 1 material:*). Videotape r?v •*«:*■!: iv. 
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should also bo used for Ibis purpose. Hot ends of 
the evaluation and recommended action should he 
shared with the Skiff DoveE-priont Coordinator and 
used as an indicator by him of gToap training 
possibilities. 

o At least one-c-uaricr of 'die year might bo devoted to 
a small research project by each staff member 
(small groups could work together on one project). 
The research should be* specifically related to the 
Education Plan. The results von Id bo written up, 
circulated, used for discussion by all skiff members, 
and perhaps included in system evaluation reports 
and published in academic journals, etc. Staff 
members should receive assiskm co in research 
design and technique from exp Cits at local colleges 
and universities. 

o During the course of the car i neb staff member 
should be rosy, n .dble for a sh* ff dev clopm: v.l 
presentation, exercise, or activity with other staff 
members. 

o The 15 peivtr! of time 1vimd:rY condition on 
in-service training rh wild be flexible cmuy.h !o 
allow f :1 : * rr numbers to spend throe 1 viu s a v.xeb, 
nor-' the no;:!, ek\ 
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C) The regular schuol ‘n-kerkde — 1 i. months of work, 
one month vucutinsi, Saturday work — may a I feet 
the amount of lime available for staff members to 
work on advanced decrees, attend summer institutes 
outside of the system, etc. If the schedule inhibits 
staff pursuit of these opportunities, provisions should 
be made to allow for short leaves of absence for pro- 
fessional purposes and/or negotiations should be 
carried out with universities to provide ucadeinjjc 
credit for on- the- job activities. 

o Special consultants should be brought in to teach 
particular in-service training sessions periodically 
in response to a specific need. Invitations to such 
a consultant shea lei include an outline of the reasons 
for re quo:- big his services and the desired outcomes 
of Ids contribution. Each such activity should he 
hn mediately evaluated on standard questionnaires 
and retained in the file by the Staff Development 
Coordinator. 

o The rcrotnve center should have a section of staff 
development materials — boohs; films; tapes; 
catalogs t>r course offerings, institutes, and work- 
shops mailable, etc. The HI; f r Development 
Coordinator sir«uM be able to sog;v«si read mgs m 
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nefivuioa of th in n:itnn': to individual .sin'f numbers 
with group repnrf ir.g rrsponsibHil y. 
o Activities which ;uv formally part of iho orcmting 
functions of the school should a I ho be viewed an 
staff development activities. A group of teachers 
meeting to discuss curriculum experimentation or 
development a r o performing a aclf-tra ining function. 
The Staff Development Coordinator should participate 
in as many of these activities an possible, 
o The Staff Development Coordinator in conjunction 

with interested staff members should develop on-the- 
job orientation and training programs for now staff 
members hired by the Fort Lincoln School, 
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KvaluMu.m 

An important goal of Uio Fort Lincoln cdvralkm system is to develop 
an atmosphere conducive to freedom of thought, movement, and cxporijncislnl : oji. 

A crucial clement in providing this kind of atmosphere is the approach used in staff 
evaluation. The recommendations made in tins section regarding staff evaluation 
are based on the following concepts; 

o Evaluation is not a necessary evil; it is a dcsirulfe means 

by which individuals and groups can measure their performance 
against their goals and take appropriate steps to i; -rove 
themselves. 

o Staff evaluation should bo concerned primarily with the relation- 
ship that exists between staff behavior 1 and student growth and 
development. 

o Self- evaluation is an integral and essential part of an effective 
evaluation process. 

o Evaluatio i is best conducted by those who have the most direct 
relationship with the person being evaluated. Evaluation alum Id 
never be the solo responsibility of one person. All evaluative 
judgments of an individual's performance should be shared 
willi him. 

o Evaluation should be a continuous process rather than a semi- 
annual or annual even!. 
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The organi/nliomi] plan for Hie roil Lincoln Fehool stresses staff 
rather than line alien ship:-; among faculty members. Tin's concept, which demands 

joint effort and responsibility of all staff members for the total school program, mast 
not be undermined by establishing a traditional evaluation system in which principals, 
supervisors, and/or master teachers assume positions of power over other staff 
members. 

The performance of staff members in the Fort Lincoln School is of 
significant interest o students, community, fellow staff members, the system, and 
the individual staff member himself. Since c* d nation is a moans whereby a sta f 
member can learn how to improve die quality of his service, all of those parties 
should participate to some degree in the evaluation of each staff member, 
e Stu dents 

The student hirnsclf is the only person who is entirely 
familiar with the teacher’s behavior in a variety of 
teaching-learning situations, He is the only one wJu knows 
how well the teacher understands and responds lo has felt 
nerds. While a number of variables may influence a 
student’s response to questions concerning the effect ivi - 
ness of his teacher which may not be dire ctly related to 
the teacher's effectiveness, this possibility should not bo 
considered an obstacle lo involving Students in the 
evaluation process. 
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0 Com i nun rl v 

The educational staff is responsible for tlic education of 
the children of the community which it arm s, The ratvnt 
of community participation in the planning aw 1 implementation 
of the Font Lincoln School (see Community Paiticipation 
Plan) and the role of the parent as ties ’hod in the 
Education Plan require that the evaluative function be a 
natural part of their relationship to the Fort Lincoln 
school. 

o Folio iv s taff members 

Since tea a relationships are tin* mode of operation of the 
Fort Lincoln School, the performance of each individual 
will have an effect upon the pci form race of all others in 
the team* The proper functioning of teams will necessitate 
a clear understanding in each staff member's mind of the 
strengths and \vc:d; nesses of his peers and of the ways in 
which he can offer raid accept assistance from them. 
Accordingly, peer evaluation becomes an important part of 
die evaluation proems, 
o Sy stem 

As discussed in the staff development section, a school 
system 3ms the obligation to protect its clientele from, 
incompetence und to provide opportunities for its i laff 
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members to realize and rnn\T mine their |>ot out ':sl contri- 
bution to the central t:u;l: of the syulcm — in at ruction, in 
order to fulfill these vesponmbiliUcs, the system must 
engage in (ho process of evaluation. In Fort Lincoln, the 
’’system" is synonomouu with the individuals or groups 
involved in the operation of the school --students, staTf 
and community — and thus all other modes of evaluation 
constitute the system's evaluation activities. Within the 
school, the Sta r f Development Coordliiatov will be primarily 
responsible for monitoring and facilitating the evaluation 
process since the function of evaluation is so closely linhed 
to the development function. During the These I program, 
(lie total staff will develop the fuivnal and frequency for re- 
cording* evaluation results that will become paW of the staff 
member's permanent file within the p, C. School System. 
The FLNT Project Director will officially submit sue! 1 , 
central office records, 
o Incl i vh luju l_st a r f n y ml }£ r 

In a .system such as Fort Lincoln, v.hich assumes 
responsibility fur Ice failure of students, it becomes eve a 
more incumbent upon staff members to exercise their 
professjonalisru by demoraU rutin;*; a capacity for and an 
interest in evaluating their own performamv in relation- 



133 



ship to lit-;* « !<■'. el opulent of the Individual lc k n! and the 
acdikvomeid of the goal:; of the organize.! ion. .Self- 
oval j * t - > m should be 11 :c common ar.d perms! ent thread in 
tho entire evaluation process. 

2. 0, 2 Areas of Evaluation 

Having established .:t the basic purpose of staff evaluation is to answer 
the question ’’flow can we improve ourselves in order to furth- v benefit the students 
and the • anmunily served b\ the school ?’*, it is important to specify a list of per- 
formance areas to be evaluated. An examination of tho role descriptions for staff, 
the overall objectives of tlic school, and Ike objeclhes of the Phase I Staff Development 
program suggests the following areas of evaluation, /fins list should be refined iu I 
ordered by the staff itself as it becomes familiar with the philosophy and operations 
of the school.) 

o Ability to diagnose strengths, weak nos o c ■ s, and interests of 
i nd i v i d u al slude n t s . 

o Ability to formulate behavioral objectives, 

© Ability to prescribe and plan appropriate learning activities, 
o Ability to adopt and make use of the flexible', physic ad 
cuvh e-iiTiciit of the build! y; to suit learning activities, 
o Knowledge and use of community resources, 
o Ability to assist and accept assistance from other team 
members. 

o Ability to relate e!f eUvely with parents. 
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o Ability lo time! ion effectively in flc-dhlc, tmvt Spain led, and/or 
ambiguous situation?. 

2.9. 3 P ro c o h s : u m 1 T< U iPods 

If staff evaluation is to serve truly as a tool for improving t he relation- 
ship between staff behavior and student growth and development, it is essential that 
it be an ongoing p oecss throughout the school year rather than a pevioebe activity. 

For purposes of discussion, the process cun be divided into three phases: initial, 
continuous, and summary. A variety of techniques and procedures arc recommended 
for use throughout the process: the staff profile (see Recruitment, Section 2. fi. 3, 1 
and Staff Development Section 2. S), videotaping, questionnaires, and group discussions. 

2, 9* 3, 1 Initial Evaluation 

Initial evaluation applies lo the evaluative techniques used from 
Hie time of staff selection through the Phase I Staff Development program. The first 
of these techniques is the staff profile which will contain an initial diagnosis of the 
strengths and weaknesses of the staff member written by IV staff member lihiwelf 
and those who observe him during the selection process. Accompanying the profile 
is a prescription form which outlines activities ree .>m mended for the tfbiff member in 
order to improve liis performance. To all of this material which is kept ir iiidi\idu;d 
folders, arc added the record. 1 ; of evaluative judgments made by any or idl of dm 
.sources discussed earlier who are involved in stafi development activities :md 
performance of everyday responsibilities. 

2.9. 3.2 Evaluation During the Plume I Skiff Development. Program 

Evaluation of stuff performau c during the Phase 1 St : T 1 Develop- 
ment program must be based upon the goals and object i\ ci* of Ibe or. ratal wi and 
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of Um goals aud objectives of (ho fort Lincoln Keucation Plan, become biMiHiur with 
the 1 'Wpes of aeli vities lo La e;- Trued out by Ilia staff, and develop v oil. [ ng i.'cl ationsbi ! i 
bnir ccl upon an accurate perception of the strengths, weaknesses, and expected 
contributions of Use group participants. The accomplishment of the 1 alter objective 
Ui most essential to the successful functioning of the Fort Lincoln School. The 



following discussion suggests techniques for evaluating its accomplishment . 

It has been recommended that the staff members of Fort Lincoln 



participate in a series of group process training encounters led by well*- trained 
psychologists in order to achieve the objective of developing working relationships. 
The purposes of those sessions are to enable the participants to: 

o Establish for 1 hems* elves realistic personal goals as well as 
realistic role clofiniiiuns. 

o Begin to see themselves as members of an innovative, experi- 
mental project in education. 

o Ascertain their degree of acceptance within the group and 

pinpoint factors for improvement of their present acceptance 
pattern. 

o Confront the anxieties ai d fears which they may have concerning 
their roles in this project and/or (he ins/utcfional situ; ti-ni 
itself in order to establish effective guidelines lor dealing with 
them. 



136 



2-1 2s 



o 



Under.jlund Mi: 1 olivet wh-eh olliern haw upim the chi decs rhich 
they m aim for theuuvlws and the types of Ixhmior wlrch t h:y 
unci or Lake. 

o Develop Uv courage of their own conviction.; ;md the ability to 
follow through with l* , oin until change so cm r> warranted. 

Because of the nature of these objectives which slew from 
individual personality dcve3opmcnt,self-eveluation should be the first step in the pi oces 
followed by individual consultations with members of the psychological stuff and the 
development of a set of personal ofjjecIJvcs for development in this area. After 
these personal objectives have been established, a group discussion of the results 
will, a limited form of group evaluation should lake place, followed by a reassessment 
of individual goals and objectives fox' development. 

The psychological staff should develop an instrument for self- 
evaluation based on these goals and objectives using a format similar to the formate 
of Hie Money Problem Chech List or the Science Besoareh Assoeiales Junior 
Inventory. Several items should be developed for each objective, Each item should 
be designed to help the individual gain a clearer picture of Ins relationship lo the 
accomplishment of this particular objective. For each id airmen! the iv.S| variant 
would check oju of the following boxer*: 

1. / / with nuijor difficulty 

2. / / with moderate difficulty 

J. /_ / with slight difficulty 

1. / / will difficulty. 
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The? stall member will also be ar;l. ed ryicslion:, such as the 

At one time or another each one ol us lias been a^.ul to 
evaluate ourselves or our own work- -perhaps it was while we 
were still students, while we were .student leaching, or in 
another job situation. How do you feel about evaluating your own 
work? 



o Objectivity is ofU n considered to be an important pari of 

evaluation. In relationship to evaluating yourself, were you 
able to be objective ? 

o How do you feel about evaluating the work of others? 

o The sessions you have been attending have been designed to give 
you information about the school system in which you will be 
working. He you feel that you need more bifoxur alien in order 
to understand 3 our role? 

0 Could you describe your job now? 

o Do you feel that you will be able to carry out the duties of this 
job? 

On the basis of the self-evaluation and their relationship with the 
participants during (he training sessions, the psychologists would be expected to 
write up their impressions of each participant. Then each participant, assuming 
that lie has developed a rapport with (and trust in) the psychologists, would be 
scheduled for an individual meeting with the psychologists In which they would discuss 
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both their own responses on (be queMmnrdrc anti the psychologists' impression 
of Uto imlivicb.ail vela live lo fclie same questions. An a result of this cl is mission, 



lbe participant would be encouraged to establish goals for himself relative to 
the overall objectives. For example , a participant's responses may indicate 
that lie Goes not feel thru he has a strong' commitment to his own ideas and that 



he is easily com inced to change his mind on given issues. The psychologist may 
agiee with tnc participant and point out specific instances in the training sessions 
in which the participant was easily swayed by the opinions of others. As a result of 
this discussion, the participant may list as one of his goals for personal development 
a desire to question himself more closely on his educational philosophy in an effort 
to develop more cone rot c idens or beliefs. 



Aflci the conclusion of these irdividuul sessions, further (^voup 
discussions related to some of the questions which Die team of psychologists feds 
will be beneficial to the group as a whole, may be helpful. If, however, (he psychologists 
feel that there is not enough interaction between group members to allow them lo 
compare themselves with the impressions which others have of them, they may 
administer another instrument lo the group which would call for (hem to react to 
other people. Such an instrument might include such questions as: 

o Who iii this group seems lo communicate their ideas mod 
clearly to Ihe rent of the group? 
o Who in this group would I turn to if I developed questions 
and uncertainties about what was expected of me? 
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After reporting Uil* results of this questions re to the group, it 
would bo possible to further stimulate discussion as to why andjjow^ parti oular persons 
seem to express their ideas well, or why group members would turn to purlieular 
persons for leadership and encouragement. 

Such discussion should bo followed by allowing each participant 
to reevaluate the goals which he has set for himself and encouraging each participant 
to consider various approaches by which he may more completely accomplish both the 
ovc all goals as stated in the program objectives and his own personal goals which 
ho has sot for himself. 

At this time ihc Phase i staff should carefully consider the results 
of the above sessions in relationship to their o* serrations of the participants mid the 
final reports of the psychologists involved in order to determine to what extent 
sensitivity training sessions for the purpose of role development an J self-undershir.d- 
ing should be continued during the in-service portion of the school year, 

2. 9. 3, o Continuous Staff Evaluation 

Continuous staff evaluation should focus primarily on the com- 
petencies of staff members relative to their instruction:! 1 roles. The frequency mid 
pattern of evaluation should be determined by the ins* motional teams themselves, 
but evaluation should occur al least once a month and should involve use of more than 
one resource (self, students, community, system, peers) in the process. 

For example, an intern toucher may develop and use a self- 
evaluation instrument such as a checklist for a science experiment, including the 
following t^pen of questions: 
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c Did I have all materials cm hand before the chess began? 

o Had 1 expert mented with the demonstration be* Toro Dio class? 

o Dial allow for maximum participation by all students involved? 
o Was the demonstration or oxuorini.mt suitable in terms of the 
number of students involved? 

She might also distribute a questionnaire to the student::, asking 

such questions as; 



o Was there enough ime to ask questions about the experiment before 
we move on to a different topic? 

q Were you able to see clearly the charts that the teacher presented? 
o If you wanted to do an extra experiment yourself, do you feel that 
the teacher would kelp you to find the materials ar/1 plan the 
experiment or find additional resources related to the topic? 

The intern teacher might al idcotupe the proceedings of the 
experiment and afterwards analyze the behavior of both the students and herself. As 
a final step in the evaluation she might view and discuss the tape and the results of the 
questionnaire with Die Master Teacher in the stag/’, the school’s science specialist, or 
the Staff Development Coordinator for their reactions to her performance. Results 
of each of these steps should be maintained in Die teachers staff development folder. 

Oilier techniques which could be used in continuous staff 
evaluation iuchul ; the following; 

o Two members of a team may choose to dice!; the reading levels 
and learning difficulties of a -particular group of students. Jly 



141 



sm:w 



overlap.)] ng tile* assignments in such a way that a nnnll group of 
students will bo touted by both instructors, a situation will 
develop in which it v. ill be; possible for these two instructors to 
sit- do\» n and compare results f<>v the purpose of oval tailing their 
OWJ1 skilly in (he diagnosis of reading difficulties. For difficult 
probl; ms they may turn to the Master Teacher or reading 
specialist for assistance in improving their ability to make certain 
types of diagnoses, 

0 Each team is responsible as a unit for certain aspects of the 
instruction of children in their charge. For example, the 
responsibilit}’ for the grouping uf nil the children at a parlicular 
level rests with the entire team in charge of that level. The 
utilization of available space, mate ials, and personnel at a 
particular time is also the responsibility of the entire team. 
Therefore, it is possible for members of other teams to evaluate 
the team as a whole with regard to tltfs type of responsibility. 

In tins instance, the evaluation is not directed at one person, 
but at a team, and as such should encourage a feeling of team 
pride and team cooperation for improvement, 
o Questionnaires* containing questions similar to the following 
might be filled out by parents each quarter of the year—or at 

* Further examples of this type of student questionnaire may be found in Fie New York 
Study of Teacher Effectiveness report by K,G, Nelson el. al. in Measures of 
Tcmc-hijHyKrfcel ivono ss (University of the State of New York, Albany /" loiitiyT 
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a time that the stage loam feds is anjn(>|»riaU:-"] , e[;.u‘iiisif; 

their w htliosiuhip v/i 1 1 1 an instructional staff member who is 

working with their child: 

J. My child’s teacher appears to have a real concern for the 
boy’s success in school. 

Yes No 

2. She tries to exphiin to me the reasons for my son’s per- 
formance in each subject area. 

Yes No 

3. She helps me to understand hu\v I may help him to do 
well Lii school. 

Yes No 

4. She listens and cooperates with me when I 1 ave a problem 
concerning my son’s progress or adjustment in school. 

Yes No_ 

5. My son’s teacher is friendly mid helpful. 

Yes No 

Students maj* be asked to respond to questions such as the ones 

listed below. 

1. My teacher gives me special help when I am cormscd about 
my assignments. 

Yes No 
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My teacher has favorites in 1 lie classroom. 



Yes No 

An evaluation of the responses of students and parents to such 
questions can do much to assist the teacher in evaluating her relationship with the 

parents and her pupils. They will also make it possible to pinpoint problem areas 
and provide further in-serviee experiences to remedy situations of poor communication 
and/o i mi su nder s t a nd ing, 

Xu order to obtain worthwhile results from parent and student 
evaluations it is suggested, however, that all persons involved (parents, students, 
and educational staff) receive training in this area of evaluation beginning during the 
Phase I Staff Development program. In order to facilitate this training, it is 
suggested that a set of videotapes showing various types of interactions between the 
three groups be prepared. These tapes should include sessions in which instruction:.! 
staff members are instructing groups of students of various sizes, discussing a 
student's progress with the student, planning together, discussing; a student’s 
progress with his parents, etc. They should also be shown to parents requesting 
information from teachers, voicing complaints to various stuff members, observing 
classes, and participating in school projects and schcol planning. Various aspects 
of student behavior should also be included, Each individual videotape should be 
brief aiul basically sho ild be concerned with one particular type of situation. Those 
tapes should be initially shown to groups of parents, groups of students, and groups 
of teachers at different limes. Discussions should be conducted in each group to 
analyze instructor, parent, and student behavior in terms of its appropriateness, 
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its ttuccv::;: in terms of increased communication and iiudcrstajHliupgetc, Active 
pniiici punts in these discussions may be selected to form a panel for further 
discussion of the se issues with oilier groups having similar problems. The 
purpose of these sessions is to develop in all persons involved the ability to observe 
and evaluate certain types of behavior in situations similar to the ones in which they 
will participate together, 

2. 9. 3. *1 Summary Staff Evaluation , 

A summary staff evaluation should be held at the end of each 
year by teams and appropriate ’’outsiders” such as the Staff Development Coordinator, 
a consultant who participated in in-service training sessions, a group process trainer 
community represe ntatives, students* etc. In the case of the Operating Team or the 
Administrative Team. outsiders would include teachers and aides as well as consultant 
community, and students. The purpose of the summary evaluation should bo to 
review ami discuss the performance of the team and the individuals within the team 
based on the evaluation activities recorded during the year. Such a process might 
result in role changes for individuals, reassignment of team responsibilities, or 



recommendations for career advancement. 
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QuriHfic^ i io ns and Vlvrrnoenumt 

Section 2.2 describes a series of dike re Vitiated teaching positions 
which must be filled to begin operation of t ho Fori: Lincoln School. Section 2, (i and 
2.7 recommend procedures for recruiting and selecting staff and also provide broad 
guidelines or criteria for qualify- g as a staff member. This chapter treats the 
topic of qualification in more detail and in relationship to a proposed process where- 
by staff can advance through the series of positions and/or levels on the b sis of 
acquired experience, demonstrated co npeter.ee and continuous training. 

The term certification has been used sparingly in this report because 
of the planners T convictions that current certification requirements in the leachhvr 
profession arc often rigid, irrelevant or misguided and provide little or no proof 
of true professional competence. They keep out of classrooms as many good teacher 
as they allow in. Growing public ai d professional recognition of the inadequacies of 
current certification systems is attested to by a number of developments in the areas 
of teacher preparation and certification: for example, the study done by the Massa- 
chusetts Advisory Council on Education regarding status, problems, and proposed 
solutions to teacher certification in that state; the Education Professions Develop- 
ment Act which through the Office of Education grants federal funds to support 
creative developments in the training of educational personnel; proposed legislation 
in the State of California to take licensing out of the hands of the education establish- 
ment and make it the responsibility of classroom teachers and laymen and to qualify 
a teaching candidate by calling for a B, A. , not necessarily in education, and either 
the passing of an examination in the subject he wanted to leach or by the fact of 
having an hi. A. in the subject; the Models for Preparation of Elementary School 
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Teachers prepared by nine different universities under grains from the Office of 
Kducaiion which propose new and innovative ways of preparing teachers and of 
measuring; professional competency in bohr vioral forms. 

GLC’s reluctance to endorse meet in;;' certification requirements as 
an essential qualification for teaching at Fort Lincoln is not inter, ded to imply that 
many fine teachers are not to be found among the ranks of the certified. It does 
suggest, liowever, that the effects c ness of such teachers may bear little relation- 
ship to their having accumulated or acquired X number of cm! -s in education 
courses. At the same time, GLC does not call for the Stale — the District of 
Columbia in ibis case — to abrogate its responsibility to license or certify a teacher 
in order to protect its students from incompetence. The planners merely join a 
long line of educational reformists who are calling’ for a different method or basis 
for certification, advancement, career development, etc. of teaching staff. The 
inherent holiness of a B.A. or anM.A. degree is questioned, and we submit that 
individuals may have work or independent study experiences which have resulted in 
personal qualifications at least equivalent to those supposedly generated by formal 
degree programs which prepare people to become teachers of children. It is also 
believed that those work or study experiences might well be gained while engaged 
In a real teaching position in a real school and academic or certification credit 
could be provided for those experiences. 

The obvious alternative to certification according to transcript or 
eligibility for more advanced positions by accumulation of further credits is to 
develop sets of performance criteria which must be met in order to qualify hv 
positions. T he alternative o irrelevant courses gaining credit a ' 1 acceptance is 
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1,) have Hie credit-givers (universities, colleges, institutes) nch.pt. a more liberal 
attitude toward what activities should earn credit. GLC is recomm ending a com- 
bination of these approaches for the Fort Lincoln System. GLC is not, however, 
offering a detailed or specified plan for For'; Lincoln qualification and advanc ement 
plan for several reasons. The stale of the art of preparing performance criteria 
for teachers is not fully developed and what does exist is not readily adaptable to the 
staffing concept and plan for the Fort Lincoln system (unlike the tested performance 
objectives in the Educational Plan which were available for students in the elementary 
school). More important, all studies and treatments of the subject mid certification 
and advancement of teachers recommend strongly that the teachers themselves In 
conjunction with school administrators and laymen pax’ticipate in determining the* 
competency levels required for such plans. It is also highly recommended that 
such groups continuously assess, review, and adjust criteria because there is little 
doubt that criteria guidelines may become as rigid and restrictive as course require- 
ments, perpetuating a status quo rather than encouraging the development of new 
kinds of teachers needed for schools now and in the future. This point is particularly 
relevant to the Fort Lincoln School System which is designed to be flexible, adaptive, 
and responsive to changing needs and situations. 

Investigation of the alternative of university flexibility in awarding 
credit or recognition or work and independent study experiences as well ay course- 
hiking also indicates that a healthy trend is beginning but is not yet fully developed. 
The work that has been done in this area has been mainly in relationship to the 
development of career ladders for paraprofossioinls. !n the Washington, 1L C. 
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are;;, Federal City College, D. C. Teachers 1 College, and the Washington Technical 
Instil utc have to date demonstrated the most flexibility and interest in participating 
in tliis type of program. As the planning for the implementation of the First Facility 
at Fort Lincoln gets underway the Special Projects Division and/or the Staff Devel- 
opment Coordinator should begin (o negotiate with these and other institutions of 
higher learning to explore the possibility of granting academic: credit to the entire 
staff at Fort Lincoln for participation in special staff development programs within 
the system (see Section 2 , S) and for pursuing independent study related to the 
function ,5 of the system. 

At this point in lime GLC offers the following range of educational or 
experience criteria for qualif yin g ns a Candida to for each of the Fort Lincoln staff 
positions in the First Facility. They reflect the philosophy of the plan and the open- 
big remarks of this section of the report. They deviate somewhat from strict Beard 
of Education and Washington Teachers* Union rules but they do not compromise the 
educational standards expected to be met by the Fort Lincoln Schools. 

TEACHER INTERN 

0 Two years of college plus two years of non-cerfificd teaching experience 
(e.g. , parochial school, Monteasori) 

• Baccalaureate degree 

0 M.A.T. degree 

0 Baccalaureate degree; eligibility for certification; no teaching experience 

except for student leaching 
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ASSOCiATE TEACHER 



c> Certified teacher with at Jo ust one year of classroom experience and in the 
process of developing an area of specialisation 

o Recent graduate of Teacher Corps program 

o Two years of college plus five years of teaching in private or parochial school 

o Baccalaureate degree with t wo years of teaching experience in Peae Corps, 

private or parochial school; participation in special institutes, workshops, etc. 
concerning an area of specialization 

o Baccalaureate degree, education courses, informal teaching experience, five 
years of professional experience in fields related to leaching (e.g. , textbook 
writing or editing; curriculum development; training program design, street 
academies) 

(Highly dezireable for all of above: experience in non-graded schools, team teaching 

and/or individualized instruction) 



MASTER TEACHER 

o Certified teacher with five years of teaching experience and credit towards 
a Master’s Degree 

o Non-ccvtifled teacher with f ve years of teaching experience, a Master’s 
degree in subject field. 

o Baccalaureate degree, three years of teaching experience, three years of 

teaching experience, three years of professional experience in fields related 
to teaching (e.g. , textbook writing or editing; development of instructional 
materials; trainmg of educational personnel; school system planning; research 
work on education il problems) 

(All of the above should have the following additional qualifications:) 

• Experience In team leadership either in school or private organizations 

(ability to recognize and use resources of others in an effective and i armonjous 
fashion) 

o Competencies in two areas E specialization (e.g. , math and science; language 
arts and remedial reading; social studies and contingent v manag- r.rnt) 

o Knowledge of theories and practices f individualized instruction: diagnosis 

and prescription; use of per forma nc c objectives and criterion teal items, etc.) 
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STACK ASSISTANT 



o Nigh school diploma ov equivalent o* 1 wo ruing toward G. E. J). 

SCHOOL ASSISTANT 
o Sixth grade reading level 

ADMINISTRATE E COORDINATOR 

o B. A. , preferably in liberal oris, not necessarily in education or business 
(Should also have the following:) 

• Experience as an administrative assistant or administrator for "professionals" 
in places like Federal Aviation Agency, National Institute for Mental Health, 
Upjohn Company, hospitals, etc. , or in social service organizations such as 
O.E.O., Teacher Corps, Peace Corps, etc. 

o Experience with inventory control, purchasing, elimination of red-tape and 
forms and paper work 

9 Experience in preparing, assisting in pieparing, or accounting for budgets 
o Background or experience in PPE - mortal organizations 

STAFF DEVELOPMENT COORDINATOR 

o B.A. ; 5 years teaching experience. Graduate study (15 credits plus) or 
degree in field related to supervision, teaching training, human relations 

(ShoulcT;F a have a ny three of the following:) 

Two years experience? as team leader with M.A.T. or Teacher Corps program 

Two years experience as team leader in an open-plan school using team 
teaching and differentiated staffing patterns 

University liaison between school of education and school system place- 
ment, supervision and evaluation of teacher trainees in clinical experiences 

Experience or skill in translating job requirements into educMtioaal training 
requirements 

Experience in designin and implementing teacher training on staff development 
programs (couid bo for private educational consulting firms, foundation:-;, U. N. , 
Peace Cm ns, eomnnmity-controllcd school systems! 
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Extensive involvement in, and cap ability to handle basic and advanced human 
re Lat Jons 1 a b o r:;t u vy c.v p o t: 1 e nc o s - 



MEDIA COOnDlE ATOiv 

o A decree in Library Science, specialization through study and/or experience in 
elementary school level cur l ie v fun:, audiovisual and printed resources, 
and characteristics of students 

(Experience should include:) 

o Previous responsibility for organizing a library or Resource Center for school 
or community 

o Formal training in graphics production and display 

o Familiarity with computer applications in library science 

o Working knowledge of operation and simple maintenance of audiovisual equipment 

RESOURCE COORDINATOR 

* High school diploma 

(Should also have the following:) 

o Experience in community development in Community Action Agency, VISTA, 

Peace Corps 

o Residence in Washington, D, C. for ? years** 

e Service in public schools as an aide, volunteer, or PTA member 5 ' * 

q Experience ns u staff member in summer or after school educational programs 
for children where making contacts with local resources and scheduling were 
pari of job 

9 Experience as a staff member in a community recreation center 

o Experience in operating a program using volunteers (c.g, , tutoring, recreation, 

field trips) where volunteers were received, trained, and assigned tasks. 
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* Required qualification 

** Required qualification plus one of the others listed 
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The above qualifications are initial entry requirements into the Fort 
Lincoln positions. They should assist the recruitment team and selection committee 
by delineating the pool of applicants to be considered for positions. As stated in the 
recruitment and selection sections of this report, personal or human characteristics 
consonant with the philosophy of the Fort Lincoln plan arc also to bo considered in 
determining the choice of staff. Section 2. 3. 5 describes tho activities and respon- 
sibilities attached to each of the positions, i.c. , the areas of competence that staff 
members should be able to demonstrate. The Phase I Staff Development program 
attests to the fact that the planners do not expect that all staff hired will be able to 
function in ali of those areas of competency until they have gone through a period of 
formal training. The activities and responsibility. listed, however, should be a 
starting point for the development of the performance criteria for staff members' 
ratings and advancements. Tho procedure recommended for developing those 
criteria is to establish a task force charged with the development of the skill levels 
peculiar to each position, methods of measuring those levels and the combination 
of requirements which staff must fulfill in order to receive a salary level change 
or move from an assistant to an intern, an intern to an associate, etc. 

The task force should be made up of teachers, assistants, the Staff 
Development Coordinator, the Fort Lincoln Project Director, a Teachers’ Union 
representative, a D. C. School System representative from Board of Examiners, 
and consultants from universities. The task force will have to re!, 'c to and integrate 
its procedural recommendation with the staff evaluation (see Section 2.9), and 
staff development functions (see Section 2. S) of the system. It will have to consider 
the university-liaison relationships available for offering additional training and 
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bestowing credit, anti recognition of experiences in the system. At flip end of this 
section of the report is attached a set of performance criteria developed by the 
University of Pittsburgh for teachers in an individualized school and :ui example 
of the kind of rating which could bo applied to performance standards which were 
developed by the University of Georgia for assistants, teachers, and specialists. 
Attention must also be paid to defining the terms temporary, probationary, and 
permanent teacher in the Fort Lincoln context in a manner not only meaningful to 
the Fort Lincoln operation but also of value to the teacher and to the system for 
mobility throughout the system should service at Fort Lincoln terminate. The 
task force should have developed a tentative plan for position qualifications and 
advancement by the end of the first nine months of operation of Fort Lincoln. The 
r T an should be reviewed and approved or altered by the entire staff, the Board of 
Education, and the Washington Teachers’ Union. Once adopted, the plan should 
be reviewed annually for its continued relevancy and appropriateness. 
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Below is the hey to the ratings of the Georgia Model Speei fixation 



on the following pages. 
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Application 

Analysis 

Synthesis 

Evaluation 
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Receiving 

Responding 

Valuing 

Organization 

Characterization 
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A D * 1 p: J ST ! ; AT IV F P i h ) C F DU K FS 



This section of Pie report is an operating mo anal for administration of the 
educational program (o he used by the staff of the Fori Lincoln First Facility. 
Specifications are detailed reg. rding information flow, storage, output, time cycles, 
staffing provisions, authority and responsibility provisions, etc. It is recognized 
that every conceivable procedure lias not been identified and every conceivable need 
gratified. In fact, some of the procedures may better be addressed when the 
faculty is brought together during Phase I training. This would include completion 
of selected sample forms for thorough understanding and identification of required 
modifications. But it is believed that the elements critical to installing a flexible 
system arc present, and will permit the growth of policies and procedures which 
will .serve Dio particular needs of the Fort Lincoln Schools. 

Several of the administrative subsystems described here will also apply 
without much change to the comprehensive program. Among these are accounting, 
budgeting, and personnel records and payroll. It has also been possible to identify 
areas requiring modification or new procedures when the comprehensive school 
system becomes a reality. These requirements are addressed in the Comprehensive 
Plan. 

The elements of this manual represent the combined thinking and reactions of 
many people outside the General Learning Corporation. Wo arc particularly indebted 
to the members of the central administrative office of the D. C. Schools who assisted 
in the development of tho manual. Staff of the Special Projects Division and local 
school administrators served effcrlivciy ::i providii g goVar.er and rwu-io” ; lo ilrap,.. 
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lieccmiy, there have been substantial improvements in l lie centralim! 
purchasing, budgeting, and accounting operations of the D. C. School as they 
apply to local school administration. As a result, the design work of General 
Learning was made easier because of the direct incorporation of some of these 
new procedures into those developed for the Fort Lincoln Schools. 

The user will note that there arc many forms in this document entitled 
"Public Schools of the District of Columbia. " These have been incorporated 
directly into (he manual because of tludr appropriateness. The forms in tlie 
Accounting and Procurement discussions reflect designs of General Learning, 
and wove developed to he compatible with the central operations of the D, C. 
Schools after appropriate suggestions and review by personnel of the D. C. 
Schools. 

It was paramount in our design efforts that an operable system be developed. 
Wc are grateful for the guidance of the groups mentioned above in seeing to i; 
that this effort resulted in a realistic approach to a management scheme for a 
semi-autonomous school system. 
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3. 1 Sturt on l ration 

3.1.1 Introduction 

Information regarding the composition of the First Facility student 
body should be known as curly ns possible in order to plan efficient start-up acti- 
vities. For example, a student body distribution radically different from that pro- 
jected throughout, this plan for each of the stages may require adjustments in the 
distribution of staff members and their competencies. Or, data gathered during 
registration on the distribution of student vacations may show that some of the 
earlj* assumptions concerning this factor and its effect upon student loading and 




staff requirements were not well founded. An identification of the student body 
prior to the beginning of the preservice program will certainly bo necessary to 
develop daily procedures. Therefore, the procedures and forms for Student 
Registration should be prepared so that the actual registration process can begin 
in April of the Spring preceding the opening of school and be completed by mid-May. 

The following major requirements provide a useful outline for 
developing procedures, and arc bas*: d upon the assumption that the First Facility 
will open in the Fall of a given year. 

o Target area students are identified - the beginning of the tipiing 
semester prior to the opening of school 
© Special Projects complete.-; identification of target population 
students for the First Facility - mid-April 
o Special Projects contacts the parents of the idertiPed First 
Facility target p^pr.lathm l<> 5 1 if r ui them of die educational 
design of the First Facility - end of April 
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9 Special Projects r. laris registration of First Facility students - 
end of April 

o Special Projects completes registration procedures and identi- 
fier^ 700 First Facility students - mid-Iday 
3.1.2 Registration Process 
3. 1. 2. 1 Identification of Target Area Students 

Since the housing facilities for Fort Lincoln New Town will not 
be complete at the time that the First Facility opens, students will come to school 

from oilier areas in the District. The target population may be defined as all of 
the students within certain census tracts, as identified in the GLC Definition 
Report, within ago groupings which satisfy the stage level distribution defined in 
the Education Plan. The population could be composed of children from some 
selected areas and some volunteers, or it may in fact consist exclusively of 
volunteers. In any ease, decisions regarding the entire student population for the 

FLNT First Facility must be made by the IX C. Board of Education prior to begin- 
ning the registration process. The result of this decision will be an identification 
of the census areas from winch students will lie reassigned from their present 
schools to the FLNT schools, and/or from which students will be invited to volun- 
teer for the First Facility . Another alternative would be to accept voluntet. rs on 
a first come, first served basis within the age grouping. 



O 

ERIC 



3. 1.2. 1. 1 Identification of Census Areas 

If the Hoard of Education cLcides that .students 1W the First 
Facility will either be required to attend from rpocij'ic ernsu,- area-’ «’j* be allowed 
to volunteer from those areas, pmvu's of these c?:i!di._n mu: l be mUil'b'd as sunn 
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as possible. At the limo of notification, those parents must be assured that the^o 
arc i*o forcsccaldc plans to vedisirict their children again once they have begun in 
FLNT schools. 

After the policy decision is .ado by the D. C. Board, Special 
Projects must study the statistics to determine how close the composition of the 
anticipated student body will be to that for which the plans were developed. 
Adjustments may then be made in the census areas from which Ihe students will 
come or in faculty assignments. The numbers of students within each age group 
will be known fiom a study of the population of the census arcus. 

3. 1 , 2 . 1.2 Volunteers 

It will be more difficult to assess the initial composition of the 
student body by early Spring* prior to the opening of school if the students are largely 

volunteers. In this case, Ik ecial Projects will complete an initial survey of the 
potential volunteer population to determine the maximum number of students that can 
l:e expected uithin each of the stages. If the number exceeds the projected distribu- 
tion, then proacdurcs nun l be developed to decide among the volunteers. One poss- 
ible procedure is to operate on a first come, first served basis, which may not be 
satisfac: :ny to some residents in the community. 

In any event, Special Projects mir-l proceed within the policy 
guidelines established by the Board of Education, so that the e iw-um areas from 

which t e population will conn-, either selected or volunteer, will be idcnlibc.l by 
April 20, 

3. 1 . :> Contacting Parents 

f 

Allot the ter,., t populat inn ; ha\ e la eo identit ied, Sp'-ein! Projects 
mu: t be prepared to rend ! W m n do-a-rip; ion of 1 1 1 c k nature "f the First Faeilit v 



181 



Program, This description would not be ns detailed as tint found in Hie PurenbF 
Handbook, but would dkieuws philosophy, objectives, opportunities, and cxpoctiW ions. 
The purpose would be to provide parent a and children with a basis for deciding 
whether to enroll in the Fori Lincoln School- 7n addition, it may prove worthwhile 
to have one or more public presentations to discuss the nature 01 the I'ort Lincoln 
School. At such meeting one of the newer operational element a of the Fort Lincoln 
Schools should be presented — the matter of open selection of vacation time, This 
information will provide parents with a basis for planning family activities, and 
must be completed by the cud of Ap.il in order that registration can begin on time. 

3. 1 . 2, 3 Registration 

3.1.2. 3. 1 Information to Parents 

After parents are contacted, Special Projects will begin re- 
gistration by sending the following information to the parents of oil potential 
stude ids: 

/ 

o Dales and location of registration activities 
o Requirements of students entering school for the first 
time (Stage 1 nncl Stage 2) 
o Opportunities for free lunch 

This information mast be mailed so that regiaf ration can be 
completed by mid-May prior to the opening of school. 

3, 1 . 2. 3. 2 Piece Ju res 



When the parent comes to school lie will complete form Ml, School 
Lnlyy and Information Report (Figure 3-1) su'd form r»!2, Application for Free I.v.-nli 
(Figure 3-3). Fvoti thou,,!! a child may Ik limit feared from rn.mhor sr-lnvd in 1), F, , 




187 



the parent will complete form (>1 1 . At tho snino lime, the parent will ho asked In 
in clients vacation preference for the first year. Tho forms will bo completed ill 
the time of registration, mid the (Iota will be compiled by the Fort Lincoln Nov; 
Town Educational Project Director. To complete these procedures satisfactorily, 
the parent must bring the record of successful vaccination and tbe birth certificate 
to school ;il tho time of registration. 

Form 216, Transfer of v lpils (Figure 3-3), will then be com- 
pleted by the sending schools, and copies of t he individual records of students will 
be requested from these schools* Information identifying transfer students will 
come from form GU, or from any additional forms which may be designed. 

When all information has been collected, a voder card {Figure 
3-4, form 673) must bo completed for each student, and Special Projects must 
prepare tho information for use in Phare I of the training program, A modification 
to the existing roster card will permit the recording of information regarding 
student selection of vacation lime and tho days of the week he will attend school. 
This information can then be used to provide a basis for the prevudation of data 

discus; ed in 3.1.3. 

3.1,3 Information Display 

The registration process will be designed so that information gained 
at that lime maybe used by staff members to acquaint themselves villi student 
data: ago, family background, pur ions school records, etc. Also, as mentioned 
earlier, data compiled in Hie bile spring regarding age distribution can be used as 
an curb, miming device for adjusting the di dribulien of stall members as well an 
si .port soisUvs, such as t rmrq orintion. 

Initially, clk-plnv s of data regarding dial t Tutiun of slu ' ads across 

stages v ould he useful* The following are examples of these di ploys: 

3-7 
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PUBLIC SCHOOLS Or THC DISTRICT 
ROSTER CARO 



OP COLUMBIA 



Pupil's Nanx 




Lc.t 1‘irti Mid i'.v 13 j:w o! Luih I’Ijco c£ l",:::: 



Pupil’s Acids cas Phene Pupil's Address Plume 





















1 “ 1 


1 






" ' 1 


1 




fi. Put 


Occupation 


Uni. Aueivrs 


Bsj:'. Pi; one 


Mother 


Occupation 


Bus. Address 


Bus. From; 


Giu; r d i j n j R el at io nidi ip 


j Occupation 


Bus. Address j Bur Phene 



Test Result si 




Jnstr. 

Read. Lev. 



Instr. Cheek if 

Arith, Lev. Rtei-tsr.ry 
Day Care 

— JnF»r 




VACATION PR KVVAi KKC 15 



Pierre ' h! i c a t e 1 j c 1 c\; 1 he I v.* e r- 1 ; s 
tin child has s elec L ai for vacation. 



Mo;4 

Jim 

Fob 
]\1 nr 
Apr 

1 

ERLC 



Da lt!S 

(by 



Dales 
(hv v> ! ec\>l 



Dales 
C»v wcvk.A 



Piers so indicate beltne Iho o dn\ s of the 
week on which 1 Do child plans l > a: l cud 
school for a 'riven month. 



Jmi 

Peb 

Mar 

Apr 



Dee 



Figure *»- l 
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A head count of all students within each stage, compared with 



the anticipated number for each staple. This information would 
be used primarily by STD and staff in modifying recruitment or 
assignments. 



Boys Girls B G B G 13 G 

o By utilizing information taken from the vacation request, the 

following display wi 1 indicate the extent to which assumptions 

regarding student loading were reliable, and will provide a 

framework for establishing staff vacations. The display is 

developed by subtracting the numbers of students requesting 

vacation during a given month from the total number of students 

registered. This display would be used primarily by staff, 

Month JFMAMJJASO N I) 

Actual Student 

Loading 

Projected Loading 

o Initially, it will be useful to ask parents to anticipate student 
use of the facility on Saturdays so that a pro.} eel ion may be 
made for at least the first month of school regarding (he daily 
loading of students. As operations begin, more detailed records 
should be maintained regarding the number of students app/nr- 
ing daily for instruction ami olhur activities. 




Sta ge 2 Stage 2 

5-7 7-0 : 0-12 



Total 



Age Groups 
Anticipated 



It egislr alien 




© For foot] service planning, information should be displayed' 
regarding the numbers of sludcnls in each stage requiring free 
Lunch. This information would be used in negotiating and plan- 
ning with the food service supervisor. 

© Information about the number of students in Stage I can be used 
for planning and negotiating with the transportation supervisor. 
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t'ciM * 112 
Jlt-viP.-J 

JClM 

PUBLIC SCHOOLS OF THE DISTRICT OF COLUMBIA 
APPLICATION FOR FREE LUNCH 



(NAME OF SCHOOL) 

1 Application is hereby made for free sc] ion! lunches for 



(Nnmiv of ChiKlri n AlLaditi;; Above School) 
as 1 am unable to provide lunches because 



2. Names of Persons in Household (Please Print). List “Head” of Household first. 

Middle 

Lasl Name Firtl Nam? Initial Ago 



3. 



2. 



3, 

4, 

5. 
C. 
7. 

6. 



30, 



Addle ls 



(Street* r.n'd NUm'Jor) 



(T< >0 NiTisiVvr)) 



3* Tuliil Inrumo of 1 Inusctioli \ 

Amount n <. ■« ivofl from silai v or uti£>*s 

Naim's of W;ij;V llanicis: 



Amount nwivrd from J’iiMu* Assislnncv 
Amount n-n ivnl I’mni (YioMpluvjnonl Com]*, 

Amount it Irom Ktuml Siviii ii v 

Amoinil rt coiv. t] finin ntlu-r miiho-.-: 

N, *11111' Smirrt's : 



N:mn' Non i 



o 
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(Ap: rt merit Nun. Ur) 



V/ecklp 

£ 





Ev^rp Two 

Weed: s Mon: rip 

$ * 

£ £ 




(ovo ) 



V/ : 



Figure 3-3 
3-12 
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APPLICANT'S CKKTIFICATIOX 



I doola in' Uial (lie above infoi uiatiou is entirely correct with Die full knowledge that 
should any of (hose statements be found false Ibe needy lunch for vb'vh this application is 
made may be suspended. ] further niKlerstuiul (hat 1 must report all subsequent chu es 
in family status, occupation, oi salary to the School Principal. Fail ire to report such 
changes may also result in suspension of this privilege. I hereby authon/e any verification 
deemed necessary to substantiate the information submitted. 

I submitted an application for free lunch last year yes □ no □ 

(please indicate) 



(Date) 



(Signature of Parent or Guardian) 



Principal’*; certification of need for free lunch and statement of reasons, other than economic, of child’s need. 
Please note names of agencies wording with child or family. 



Approved □ Disapproved □ 



(Date) 



(iSigrsc.fui'0 of Principal) 



W-3 



(Addri s of thin ol) 




:>~:i cent. 
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rern2l6-nftv. i'j>; 3 PUBLIC SCHOOLS C»" THL DISTRICT OF COLUMBIA 

TRANTER OF PUPILS 



Pupil's Name 



Grade Section Hoorn 



ritsf HBJio 

. Date of birth ... 



.Sheet 1 
M_ - F 



Mo. 






Yoyr 



Address (old) 

Addrc-B (now) 

Transferred Com to 

Schccl Scli'.o] 

Date of last attendance ... ...Date of transfer 



Instructions! Level: Reading 
Reading Text 



Arithmetic 



(Sheets 1 and 2 to be delivered by pupil 
to Receiving School; ’ Signed 



Note to receiving school: Fill in below and send to the Department of School Attendance 
The pupil was admitted* on - 



Mr-'h 

to the School. 



Day 



ORIGINAL to PUPIL 



Signed 



Fcim 215-nev, |«C9 PUBLIC SCHOOLS OF THt DISTRICT OK COLUMBIA 

TRAN SnilX OF PUPILS 



Sheet 2 



Pupil’s Nr me M- F_ 

Fir?! 



Grade Section Room Date of birth 



Mo. 



Dzy 



Address (cl J) - 

Address (new) - 

Transferred from to 

School Schccl 

Date of last attondar.ee Dale of transfer 



Instructional Level: Roodhig Arithmetic 

Reading Ti .xt - — — 

(Shed ’ 1 and 2 to be delivered by pupil 

Signed 

r?n :oi 



to I<< c .\ ing School 1 



Nule to icw.vrrg schc.nl: F'ti l in be w m;d tend lu the Ti .imfeirhig Fv3uu«i, 
The pupil was admitted on 



M- r, h 

to the School. 



Day 



REQUEST for CREDENTIALS 



Sigm d 



Figure 3-3 

tf-l \ 
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Sheet 3 



rcrinflC-Rtv. KG3 PUHLIC SCHOOL?* Or THE DISVR 1CT OF COLUMBIA 

TRANS r£-T#t OK PUPILS 



Pupil's Hume M__. 

Lc*.t Tusl Middle 

Crude Section Room , Da*o of birth 

Mo. Day 



Address (old) 

Add i ess (new) * 

Transferred from to 

School School 

Date of lirst attendance Date of transfer 



Year 



Instructional Level: Reading Arithmetic 

Reading Text 



Signed , 



Fnncifo! 



Sheet 3 lo bo srnl by Trar.sferrh»v School 
To ATTKRDAHCB DLPAItTMLK T 



Foru 2I£-P<v. 1PS3 PUBLIC SCHOOLS C p THI- DISTRICT CP COLUMBIA 

TRAN'S FUR OF PUPILS 



Pupil's Marne M... 

Last First Middle 

Grade Section Room Date of birth 

Mo. Day 



Address (old) - 

Addre.'s (now) 

Transferred from to . 

Schc:l Pcl.rtl 

Date of last attendance Date of transfer 



Sheet 4 
F 

Year 



Instructional Level: Reading Arithmetic 

Reading Text 



Signed 



Sheet 4 ?o bo 

by PRINCIPAL of Transferring 
SebesI V-5 
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Student Attendance 



3.2.1 Introduction 

Attendance record keeping will he complicated hy several factors: 
relatively free movement of students throughout the school; activity and attendance 
options: an irregular day and school week; and legal requirements for control* 
responsibility, and information. The objective of the procedures described in this 
section is to provide a system which will require a minimum amount of record keep- 
ing by students and paraprofessionals. 



and activity and attendance options will be discussed in Section 3.3, Student Safely, 
Security, and Supervision. In this section, the minimum requirements for attendance 
and record keeping will be identified and procedural requirements and responsibilities 
will be specified. 

3.2. 2 Attendance Requirements and Record Keeping 
3. 2. 2. 1 Requirements for Minimum Attendance 



The implications for safely moving students throughout the facility 



In summary, the Rule s of the Hoard of I-M ncalion^ require the 



following attendance patterns: 



Section M, paragraph 1 



Al! ]). C. residents between the ages of seven and sixteen 



shall bo required to attend school on a regular basis, be 



it private or public schools. 



Section M, paragraph 2 



Any child between the ages of fourteen and sixteen who ha 




Rules _f >r the Publit^Scdiool; o r me_J)i>tricl of Columbia T'uhlic.iiion sulkori.'.cd 
hy the Hoard of Kuncation, Jamr.uy lf», \W\K 
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computed the eighth grade course of study or its equivalent 
may he excused by the Superintendent of Schools from fur- 
ther attendance if lie is actually, lawfully, find regularly 
employed. 

o Section 14, paragraph 1 

An accurate daily record of attendance shall he kept on all 
students. Students arc expected to attend school for a 
minimum of ISO days per year. 

It is recommended that the student attendance requirements and 
central record keeping in the Fort Lincoln Schools be the same at those for the D. C, 
Schools. However, even though there arc no minimum attendance requirement & for 
any students in Stage I (ages 3-5) and for very few Stage II students (ages 5-7), 
it is recommended that the attendance procedures described here apply to all stu- 
dents in order to generate student loading reports. 

3. 2. 2. 2 Record Keeping Forms 

Forms which will permit teachers to analyze the attendance 
patterns of students in their stages will be designed during the implementation phase. 
These forms will be designed to permit the central administration to analyze the 
overall attendance patterns and to make whatever adjustments are suggested in 
building or staff utilization. 

Forms generating information which will permit monitoring and 
evaluating attendance procedures will be adaplcd from the following information and 
related 'ornm required by the I). C, Schools: 

o Daily attendance records of individual sfiukuhs (Form ami, 
Figure :<-:*) 



3-17 
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o Monthly absence of indivuki.il slif -ents within each building, 
to bo submitted to the P. C. Schools (Form 59, Figure ;M>) 
o Membership informatk. for individual buildings, to be 
submitted to the D. C. Schools as requested (Form IS) , 
Figure 3-7) 

o Monthly pupil enrollment, to be submitted to the J), c. 
Schools. (Figure 3-S) 

The existing forms might be modified to satisfy both current 
D. C. and Fort Lincoln School needs. 

The entire attendance record keeping operation will be t he 
responsibility of one of the Fort Lincoln central office clerk- typists. She will 
monitor those reports that are completed and submitted to the school office period- 
ically, collate data, and generate reports internally to staff and to the Department 
of Pupil Personnel Services and Statistical Office of the IX C. Schools. 

3. 2. 3 Procedures and Responsibilitie s 

The framework within which attendance will be recorded is 
described on pages 3-193 to 3-200 of this report, Basically, the 
attendance record keeping will be dependent on having student folders in particular 
places at different times in the school day and on teacher assistants who will record 
attendance information. 

The attendance procedures arc described below; 

o Alter a stud .ml .schedule is developed, and with each 
subsequent change, a copy of the Kspeeted Attendance 
Schedule (sec tins report, (Operations, p. 2-29ii) will 
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be filed in the student 's permanent folder, stage folder, and 
subject area folders. 

4 Student stage folders will be filed on a weekly basin (or as 
frequently as staff determines) according to expected arrival 
time of students. A periodic check of the file during the day 
will indicate those students whose folders ha* e not been 
removed and who may not have arrived at school according 
to schedule. Within 15 minutes after expected arrival, a 
teacher assistant will notify the central office that a student 
has not appeared at school. The extent of the follow-up must 
be determined by staff during Phase I of the training program. 

At the end of the student day a check of the stage folders 
will indicate the extent to which students have completed their 
expected schedule. 

© In addition to the daily recording of student attendance, there 
will also be a need to have intermediate attendance monitoring 
throughout the day in order to control and safeguard student 
movement and to ascertain t lies extent to which students are 
adhering to commitments. 

Intermediate attendance can be monitored by identifying an 
individual in each subject area in each stage who will notify 
the Stage Representative of any deviations from the expected attend 
anec schedule:*. The Stage Representative will conduct the nc ccssu 

200 

3-U) 



follow-up, as determined during the Phase I training program. 
Two special student attendance forms, Loite r 1o Parent or G uardian 
(Form 20, Figure :>-0) and Abs ence I nvestig ation Ticq uost (Form 57, Figure 3-10) 
have been provided which may be useful in furl her specifying procedures. 
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holiday:-; 

Veterans’ Day-- Novt-mlcr 11, lWO 

TharilasOvinp; llehony- *No\ i in! nr 27 - 23, DiOO 

Christmas Holiday- -l)r* v mV.T 21 - Di comber 31, 100*1, inclusive 

New Year V Day— J,;iiU 'iy J * 2, 1070 

George Wnr-Mn^tons Hirtlakty- Fcl ni:*rv ?.3, 1070 

Easier Holi(l:iy.--M;ncl' p 27 - April 3, HfiU, inclusive 

Memories Day — May '20, 1070 



SPECIAL NOTATIONS 
(Example: KxcumiI, 10:30 for, etc.) 

Month Notation 
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public schools or the district or Columbia 



School 



Washington, D. C 19 

To Parent or Guardin'!: 

Your attention is called ro the Lie t that 

(Name of pupil) 

was absent A.M. P.M , tan;/ A.M. P.M at school on 

Regularity in attendance and punctuality : n arrival are of great importance in a child’s life. 

According to the rules of the Hoard of Education all excuses for absence or tardiness must be in writing. 
Cooperation on the \ art of parents or guardians to prevent absence or tardiness will be appreciated, as 
regular .^tendance is a requisite to good scholarship. 

As a matter of information your attention is called to the extracts printed on the back concerning the 
Compulsory Education Law and other law’s passed by Congress. 

Respectfully, 



Principal 



(Reply to die Above) 



To Principal or Section Teacher: 

Please excuse for absence or tardiness on 

(Name of pupil) 

The absence or tardiness was due to ... 

{(Jive reasons) 



(Date) 
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Section* 1 . Every pnreni, guardian, or other poison residing 
permanently or temporarily in (ho District of Columbia who 
1ms custody or control of n child between the ages of soy on and 
sixteen years shall enu^o said child to he regularly instructed in a 
public school or in a private or parochial school or in s true led 
privately during (ho period of each year in which (ho public schools 
of the District of Columbia arc in session: Prodded) That instruc- 
tion given in such private or part-chit 1 pchcol, or privately, is 
deemed equivalent by th c Board of Education to the instruction 
given in the public schools. 

Sue. 2. Any chili between the ages of fourteen and sixteen years 
who has completed suti fnctorily the eighth-grade course of study 
prescribed for the public elementary schools of the District of 
Columbia, or a course, of study deemed by the* Board of Education 
equivalent thereto, may ho excused by the superintendent of schools 
from further attendance at school under the provisions of this 
Act, provided lie is actually, lawfully, and regularly employed. 

Sec. 7. The parent, guardian,* or other person residing perma- 
nently or tomponni.lv in tho District of Columbia and having charge* 
or control of any child between tho age > of rev on and sixteen years 
who is unlawfully absent from pul-lie or private school or private 
instruct ion shall be guilty of a mfedemenuor, end upon conviction 
of failure to keep such child regularly in public or private school 
or to cause it to be regularly instructed in private, shall be punished 
by a fine of $10 or by commitment to jail for Hvo days, or by both, r.t 
the discretion of the court: Proddal, That each two days such 
child remains away from school unlawfully shall conf.dtute a sepa- 
rate offense : Provided fvr(her t That upon conviction of the fust 
offense, sentence may, upon payment of costs, bo suspended and tho 
defendant placed on probation. 

Because Congress makes its yearly appropriation of fumU 
to our public school system on the basis of average daily 
membership, it is of paramount importance that pupils be 
regular in attendance. Jt is ol only a duty hut an obliga- 
tion of the parent or guardi i to sec that Ihe child attends 
school regularly. 

LC3 



Figure 3-0 emit. 



:snxva ci mv a:!AUiAH:iiMi sMosHaa 

-.SSSC1VO □ 'XVOSTK □ TV'D'cM — Sa'DNaSUV 

XUOdaH XiJ3NXUV<I3a 30UVQU3XXY 



Foira Ko. 57 PUBLIC SCHOOL'? Cl- THE DISTRICT OF COLUMBIA* 

Revise ! 55:3 DEPARTMENT O T ATTirNttAHCG ANO V/Oi>K mi'.MITS 

Boy n ABSENCE INVESTIGATION RESULT 

Girl □ 

Child's tnfiw . Dsfft rd I n rlh tl rs 1 !? 



l a • i * *<«*r 




CliccV. fl< Jion lor Rc|u*sl 

l/rcjultr aitenJcnc* Cj Sdspecici 1/u^ncr L) Pieleivs-H tike is Q To team il chiM los Ml school D 



REMARKS DY TEACH SR OR PRINCIPAL 



To be used when a child is absent throe or more days without proper notification 
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II. U StiKKMit Safety. Se curity. and Su por vi ion 
3,3,1 Introduction 

It will be more difficult to monitor the whereabouts of students, especially 
in Stages I and II, in the Fort Lincoln First Facility than iu conventional schools 
because of their freedom to use special areas and a physical environment which 
encourages exploration. There will be variations m safety procedures across stages 
to meet the needs of students of different age groups. 

Detailed procedures required for supervising the facility and those who 
use it can be determined effectively after the program is in operation. It will suffice 
at this point to state the minimum staffing and control requirements for the First 
Facility, so that this information may be reviewed by all appropriate personnel prior 
to its distribution to staff in Phase I of the training program. 

The general philosophy of the staff should be one of total concern by all 
adults for the well being of all students in the building. This means that clerical and 
custodial staff, older children, and community volunteers, as well as the professional 
staff, will assume the responsibility for the welfare of all students. 

The procedural guidelines discussed below will address three principal 

areas: 

# Constraints 

• Monitoring Techniques 



Administrative Responsibility 



3. 3. 2 Procedural Guideline’s 



3. 3. 2. 1 Constraints 

The Washington Teachers' Union contract details the personnel 

who may be utilized to provide for student welfare: 

e The use of teacher aides as substitutes in ease of teacher 

absence will usually be avc tied, but graduate students 

2 

from local universities can assume this role. 

• To ensure pupil safety, the teacher must supervise students 

1) on the playground, 2) in the halls, 3) on staircases, and 

4) in the lunch area. In this supervision, teachers maybe 

assisted by teacher aides and school assistants when 
3 

available. 

• Nou-teacliing duties for teachers are to be chminated as 

4 

soon as possible. 

o Because of the accessibility of certain areas and the encour- 
agement of free student movement, special efforts must be 
made to see that special areas of the facilit} r , such as the 
swimming pool, roofs, and boiler rooms are open to 

5 

access only when a responsible adult is at the location. 

3. 3. 2. 2 Monitoring Techniques 

Closed-circuit television will be used and particular personnel 
will be designated to secure personal welfare. 




^Agreement between the Board of Education of the District of Columbia and the 
Washington Teachers 1 Union, January 1000 - June 1073. 

Sibid. p. 20. 

^lbJrt. p. 13. 

pp. 11-10. Also lists these duties. 

3-31 
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3. 3. 2. 2. 1 Closed-Circuit Tel' vision (CCTY) 



Tlie Facilities Plai (see Midterm Report, Volume 1JI, pp,5-20 
to 5-31) specifics the use of CCTV io the instructional program. In addition, CCTV 
can he used to monitor movement around the exterior of the facility, at entrance and 
exit points, and in certain interior areas. CCTV should not be viewed as a "big 
brother" device, but as a method of detecting intruders and dangers which may cause 
accidents. 

The CCTV system will then be monitored at both the central adminlc 
trative complex and at the central resource center. The concern will be for unguarded 
activity of small children, unsupervised activity in special areas, and unusual move- 
ment outside the building Provisions must be made for immediate personal attention 
to behavior pattern deviations. 

CCTV cameras will be located where they can provide views of the 

following areas: 

• All entrances and exits especially the North entrance, 
lower lobby, and the plaza level lobby main entrance 

• Swimming pool 

• Roof areas accessible from wLlhin the building 

• Boiler rooms 

3. 3. 2. 2. 2 Personnel Use and Area Control Requirements 

The designation of particular personnel to assume the responsibi- 
lities described below must be specified in Phase I of the training program. The 
types of personnel who can best monitor the areas arc identified. Of course, activities 
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can always be supervised by professional teachers on a volunteer basis. Graduate 



students may be particularly useful at the swimming pool or snack area 



Area 


Requirements 


Gymnasium and 


Accessible at all times to students in Stage 


Playgrounds 


III and above; the presence of any student 
requires a paid adult; not accessible to any 
Stage I or Stage II children except by teacher 
approval; accessible to community al 
specified times. 


Swimming Pool 


Accessible only by teacher approval; must 
be supervised whenever any students are 
in immediate vicinity, cither by a volun- 
teer with life-saving training or a paid 
nonprofessional with life-saving or swimming 
skills; instruction only by supervising teacher; 
accessible to community at specified times. 


Roof Areas 


Accessible at all times to all students only 
when volunteer or paid adult is present; 
accessible to community at all times. 


Boiler Rooms 


To be used for teaching purposes; accessible 
only under supervision of custodians, engin- 
eers, or teachers, depending cn circumstances 


Snack Area 


To bo supervised by an adult at all limes, 


O 

ERIC 


214 

a-aa 



preferably a volunteer; accessible to all 
students and community whenever building 
is open. 

The times during which the community may use these facilities will 
be specified during c I of the training program. 

Stages Require professional teacher at all times 

that instruction is talcing place. 

Exterior Doors Since all exits and entrances must be open at 

all times to satisfy fire regulations, these 
areas must be monitored by CCTV. 

Though the community will have full access to the facility, pro- 
visions must be made to assure that all these who visit the building sign in and out, 
designating the purpose of their visit. This will encourage safely and will also 
reduce the likelihood of overload at any one location in the building during a parti- 
cular lime period. 

3. 3. 2. 3 Administrative Responsibility 

The Administrative Coordinator will designate responsibility 
for monitoring the CCTV system both at the central office and at the central 
Res -iree Center. 

Teachers will be responsible for monitoring the required 
personnel referred to in Section 3. 3. 2. 2. 2 for the areas immediately adjacent to 
their tinge. The assignment of individuals to assume these responsibilities will 
be made by the Administrative Coordinator. 
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3.3.3 Design of Additional Procedures 

Attached arc forms relating to Fire Drills (Figure 3-11) and Injury 
to Pupils (Figure 3-12) for which procedures must be provided during Phase I oi 
the training program. 
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PUBLIC SCHOOLS OP THE DISTIUC T OF COLUMBIA 
DEPARTMENT OF BUILDINGS AND GROUNDS 

FUAHKLIN ADMINISTRATION BUILDING 
WASHINGTON. D.C. 



Date 



REPORT OF FIRE DRILL 



School 

Date of drill 

Remarks : 



Time of drill (u.m./p.ni.) 

Minutes required to evacuate 
building 



Principal or Officer in charge uf building 



Distribution : 

D. C. Fire Marshal, Room 125, District Building 
Assistont Superintendent, Office cl Buildings and Grounds 



o 
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iv.iM n*. 'A ■ Kv. t 



Injur/ . . . ... 
(Non- Malicious A cl ) 



PUHMC SCHOOLS OF THE DISTRICT 07 COJ.ULIPJA 

REPORT 01 ; INjUIlY TO PUPIL 



Injur/ .... 
(Mnlk-ioiia Adi 



(Trair-mit to t h** ■ Super inknchnt of Fchmds through regular channel:; by the chav 
of iiie woiking day following the day <>f the injury) 



Name 



Home Aclrin 



Schoid - . 

Time injury oecurml: Hour: 



_A.M 



O 



Abrasion 

Blow 

Bruise 









Bum 



ta t? Concussion . 

5; 

Y< 



< S cut 



Fracture 

Laceration 

Puncture 

Scratches 

sprain 

Teeth 

Injury 



Sex: M. ; V . 

P.M. Date of Injury . . .. 



Ago 



Grade 



Other 



>* 

Q 

O Q 

« H 



O £ 



H £ 
X ~ 
< 



Abdomen 


. ... Fool 


Ankle 


Hand 


Arm 


Head 


Back 


. ... Knee 


Chest 


— Leg 


Ear - - 


Mouth 


Elbow 


. Nose 


Eye 


Scalp 


Pace 


.... Tooth 


Finger 


..... Wrist 



Other 



DESCRIPTION OK INJURY (NON-MAL1CIOUS ACT) 
How did in jut y happen? What was student doing? 



DESCRIPTION OF INJURY (MALICIOUS ACT) 
How did injury happen? What was student doing? 



Names of person or persons causing the injury 



Pk, 

0£ 

$ 

<y 

x 



Athletic Ibid 
Auditorium 
Classroom 
Coni der 



Dressing room 
Gymnasium 
Home Keen. 
Laboratories 



Lunch room 
Multi-purpose 
Playgrounds 
School grounds 



Shop 



. _ Showers 

Stairs 

Toilet 



Other 



Teacher present when injury occurred: Yes ... No .. Name 

First aid given; Yes No by (Nurse, teacher, oilier) ... 

Treated by physician: Yes No Name _ 

Sent to hospital or clinic: Yes No Name.-. - — * 

Witnesses: Yes No Names — 

Parents notified: Yes.. No... .. When? ------ - - - How? 

Pupil hos school accident insurance: Yes No ... 



additional information 

(Use reverse side if additional &r«:ce U needed) 
1. Recommendation for preventing other injuiics of above l\ pe 
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W’ticm taken in way of punching or referring l 1 


M's ,, 11 or |:rr:M. 


t< caie- in;: malu'ou 


s act injuiy . 
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DESCRIPTION OF INJURY (MALICIOUS ACT)— continued 



ADDITION AD INFORMATION — continued 
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Student T ranspor t n f ion 



*1 -* 

I i m *k 

3,4.1 Introduction 

The specific transportation needs of the Fort Lincoln Schools arc 
impossible lo predict now because requisite information is lacking. Currently the 
regulations of the D. C. Schools require transportation to and from school only for 
handicapped children between the ages of seven and sixteen. There are three factors 
which have suggested an extension of transportation services in the Fort Lincoln 
Schools beyond the conventional D, C. provisions: the presence in school of children 
as young as three years old; the possibility of required attendance of preschool 
children at the Fort Lincoln School; and the hilly terrain of the First Facility site 
from Bladcnsburg Road to the building. These factors led the Special Projects 
Division andGLC to recommend an extended set of transportation services for all 
Stage I children in addition to the service for handicapped children provided by the 
D. C. Schools. 

3. *.2 Variables 

There arc certain factors, which when weighed against each other, 
will affect the total transportation service for the First Facility. Until the dimensions of 
and needs resulting from these factors are identified, procedures can not be 
completed. The Special Projects Division is currently studying the problem, and 
will plan the system as time permits. 

• It is expected that the total Fort Lincoln First Facility transpor- 
tation budget will run approximately $14,000 to $15, 000, sufficient 
to purchase one bus with related services. Because of budget 
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limitations, services could be contracted through an outside 
agent, or possibly through the 1\ G. Schools. 

• The extent to which students will come to Fort Lincoln School 



on a volunteer basis until housing is provided is not known. As 
suggested earlier, volunteer attendance provides the option of 
not supplying any services. In this ease, the need to provide 
transportation must bo made known to the parents of potential 
volunteer students. 

• The exact daily attendance schedule of Stage I students will not 
be known until late spring of 1970. This factor will affect the 
extent of transportation services required, since a greater 
spread between entering and leaving times will require more 
frequent trips than a relatively tight schedule. 

• The need for transport ion services for field trips is not currently 
known, and may in fact be quite unpredictable even during initial 
operations. Experience suggests a substantial increase in the 
transportation budget in ensuing years will be needed because of 
significant field trip requirements. 

It is readily apparent that the specifications for the transportation 
system must develop as the registration process begins and essential information 
becomes available. / decision can then be made regarding the use of a contractor 
to provide the service. If the search for a contractor is conducted by an outside 



organization, inquiries must begin on May 18 (sec Midterm Report, implementation 
Plan, Vol. ill). 
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3. 4*. 3 Recommendations 



It is re com mended that the following activities be conducted between 
now and the time school opens. The exact timing, as mentioned above, will depend 
upon the availability of information. 

o The Special Projects Division, in conjiuiction with personnel 
of the D. C. Schools and whatever outside sources they wish, 
should study the efficiency and cost requirements of owned 
vehicles vs . contracted services „ 

• The Special Projects Division must consid : whether daily 
arrival and departures of Stage I children should be limited 
in order to control transportation requirements. 

Internal procedures for the management of the transportation pro- 
gram must await inputs by staff during the Phase I training program* These pro- 
cedures will be concerned largely with responsibilities for supervision rather than 
with information collection and report generation. Also, the extent to which these 
will be handled by internal Fort Lincoln School personnel is a function of who 
provides the service. However, it is recommended that the Office Manager have 
overall responsibility for the transportation program, delegating the appropriate 
responsibilities if the service is largely handled internally. 
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3.5 



BujUUn ^ M al i itonm 1 co 



3.5,1 Introduction 

The First Facility physical environment has been treated at length in 
the Midterm Report, Volume 111, Facility Plan. The school is to have an open environ- 
ment in which the arrangement of physical components could be changed, and indeed 
require continual change to be most effective. The interior of the building is made 
up of components which can be erected and altered by an adult; pome can be manipu- 
lated by students and some even by the smallest child. The facility is viewed as a 
tool for learning, realizing its maximum potential only when it is altered to fit a given 
situation. When adapting to this setting, it becomes apparent that at least two elements 
in the normal behavior pattern of adults in a school must change. One is the attitude 
of each adult toward the physical environment, i.c. , his view of its utility; his readi- 
ness to participate in its manipulation; and lus knowledge of how different features may 
be utilized. The second element that requires a fresh approach is the interrelationship 

of staff members and their responsibilities regarding building manipulation and main- 
tenance, For example, it is expected that custodial personnel will develop an appre- 
ciation of the educational utility of seemingly mundane activities such as the planting 
of a tree or the routine cheek of a boiler. It is also expected that professional or para- 
professional personnel will see their participation in routine maintenance and cleaning 
activities as a realistic recognition of responsibility for maintaining the environment, 

AIL of this will not occur simply by placing people In and encouraging them 
to manipulate the environment. The development of appropriate attitudes and respon- 
sibilities will be facilitated by first delineating, to the extent possible, the specific 
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responsibilities of personnel and the procedures which they will follow. The second 
is a prescvvicc training program for leaching and custodial staff whi :h will focus on 
altitudes and further specification of procedures. This section is concerned with the 
first of these prerequisites — delineation f responsibilities and procedures. 

The following discussion is based upon the assumption that all formal 
Fort Lincoln School building maintenance operations will be conducted in-house — 

that is, engineering and custodial staff would be cm pi 03 ^ d by the Fort Lincoln Schools 
rather than contracting for maintenance services. The D, C. Schools might be consulted 
in order to identify potential applicants and process employees. Since the key element 
in the success of the building maintenance function is developing appropriate attitudes 
and gaining the support of staff members, it is important that they sec themselves as 
contributing members of an oi'ganization. 

3. 5. 2 General Maintenance Needs 

Before recommendations can be made regarding staffing, responsibilities 
or procedures, consideration must be given to several general maintenance needs. 

These include the emergencies which might occur during the school day, such as window 
breakage or boiler malfunction; the minimum maintenance attention that must be provided 
for different areas of the building; and the uniqueness of some of the components in the 
building, 

• There are certain service and multi-use areas which will 
require daily attention in addition to routine sweeping: 

Lavatories — cleaning 

Snack areas -- equipment. clearing and checking 
Gjinnasium — cleaning, spot repair, safely checks 
Swimming pool — checking wa’er and safely devices 
. (teacher responsibility) 




Outside grounds — repair damage to grounds and 
equipment 

Roof areas — checking equipment and safety measures, 
o The individual stage arc; s will require attention which probably 
can be covered in 1 he normal course of events during the day. 

Routine cleaning of stage areas should not be the responsibility 
of custodians, but should be shared by and rotated among members 
of the stage staff and student groups. (It is not envisioned here that 
routine cleaning will h major daily task. Rather, it would include 
collecting papers, spot vacuuming and sweeping, arranging furniture, 
etc. Tasks such as regular heavy vacuuming and scrubbing are within 
the purview of the custodial staff). In this way, proper attitudes towards 
stage areas, pride, and self-discipline will be encouraged. The 
opportunity to conduct the routine maintenance function within stage 
areas then can be seized upon as a made-to-order learning opportunity. 

The functions which must be provided in total stage maintenance 
include: daily cleaning, storage of equipment, control of lighting 
and heating, provision of an adequate slock of cleaning supplies, 
and manipulation of furniture and general environment. 

• There arc certain other functions which will require special 
services or attention. 

Clean-up after the community has used the facilities, 
rcquii mg either self-policing or payment to a custodian 
or group to assume this responsibility. The latter con- 
sideration should be made only when the services would be 
extensive and would require considerable time by community 
re sidents. 

Garbage removal, providing a good teaching learning 
opportunity. A compactor for garbage will be provided 
in the facility. 
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Exterior grounds care on a regular basis, examining for and 
repairing damage to the area, planting new stock, and conduct- 
ing a regular lawn cutting and preventive maintenance program. 
The leaching opportunities hero, from landscape design to tree 
planting to learning about insecticides, cann 't be overemphasised. 
Meeting this need has strong implications for establishing a close 
relationship between children and custodial staff. 

Plaza level, requiring special attention ^ cleanliness and order- 
liness because the area will be visible to the public, and also 
used as a snack area. Again, maintenance can be related to 
pride in the areas that are used frequently. It is expected 
that the community and students will bear the major respon- 
sibility for caring for this area, though again major periodic 
tasks must be conducted by a custodial staff member. 



3.5.3 Staff 



3.5.3. 1 Overall Responsibility 

The Administrative Coordinator will have general administrative res- 
ponsibility of the building maintenance function, delegating specific charges to professional, 
paraprofessional, volunteer, and custodial staff. 

The work of all building maintenance staff relating 4o operations 
across stages and for specific areas will be coordinated by the Office Manager. However, 
the custodian when serving the needs of a particular stage will be directed by the profes- 
o mats within the stage, particularly the stage representative. 



3. 5. 3. 2 Staff Members and Schedules 

The building must be staffed continuously Monday through Saturday 
from 6:30 u.m. to 7:30 p. m. , with sonic overlap between shifts to provide continuity. 
Work beyond 7:30 p. m. , when the facility is to bo used for community purposes, is 
provided for in the Community Participation Plan. However, a night watchman must 
be on duty between 10:t0 p.m. and 6:00 a. m. 
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An interesting alternative to providing a paid night watchman is the 
possibility of providing 2-member teams of community volunteers who would patrol the 
building at specified hours between closing ancl opening times. The teams would be relial 
individuals whose job it would be to check Hie building for security and fire. Of course, 
this does present the challenge of coordination of responsibility. But the setting is right, 
and the approach is certainly worth trying since it has been attempted successfully else- 
where. One district reports a decrease in tcrnl night vandalism at a savings in cost of 
a night watchmans salary per building. 

The staff ould consist of two custodian/cl eaners, one full-time building 
engineer, and one assistant engineer. The engineer’s primary functions would be to opera 
and service the technical equipment, provide leadership and support in the area of crea- 
tive facility use, develop the budget for maintenance operations, and make custodial staff 
recommendations to the Administrative Coordinator. 

In summary, the following full-time equivalents of staff members will 

be required. 



Custodian/Cleaner 2. o 

Building Engineer 1. 0 

Assistant Engineer 1.0 

In addition, 2 half-time cleaners should be added, at least one of whom 
should be a woman. 



The suggested schedule would be as follows: 
G:30 a. ni. - 3:00 p. m. 

0:00 a. in. - 5:30 p. in. 

2:30 p. m. - 7:30 p. m. 



Cuslodiun/Clcancv 

Engineer 

Curtodian/Clormer 
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The requirement of providing services six days a week could result in a staffing 
problem because only $31,000 has been allocated for maintenance personnel 
during the first year of operation. As a result, creative use of personnel is criti- 
cal to meeting Fori Lincoln School needs. 



3. 



o 



Activities 



Function 

© Daily housekeeping 
of stage 



t Regular cleaning and 
checking of 

snack areas 
gymnasium 
swimming pool 
- roof areas 

outside grounds 
lavatories 

• Maintenance of boiler room 

• Assistance to teachers in 
creative use of facility 

• Assistance to teachers in 
physical manipulation of 
environment 

• Storage of equipment 



Responsibility 

Stage Representative -- delegates 
within stage to paraprofcssionals 
and students. Custodial staff will 
have no regular responsibility for 
routine cleaning as defined here, 
but will be responsible for heavy 
duty scrubbing and vacuuming. 

Engineer — delegates tasks to 
custodial staff. 



Physical Education Teacher 



Engineer 

Engineer /Custodian 



Custodian 



Stage representative -- delegate 
to assistants 



• Maintenance of custodial Custodian 

inventory 

o Garbage removal Custodian 



It must always be kept in mind that the educational utility of these activities and the 
strength of support they receive will be constantly reviewed by the Administrative 
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3,5.4 Development of Procedures 

During Phase I of the training program, attitudes of staff will be deve- 
loped conducive to innovative uses of buildings, so that the physical f lcilitics actually 
serve the needs of the educational program. Staff membcis at all levels will be able 
to probe into areas of concern not even referred to here or difficult to answer at this 
time. 

0 During the preservicc training program, the engineer and the 
Administrative Coordii or will identify by name those who 
will assume the responsibilities referred to in Section 3. 5. 3.3. 

0 After these individuals are identified, regular cleaning and 

maintenance schedules will be established. In-service training 
for all staff members in the use of moveable partitions, etc. 
will be scheduled, and ways in which students may be involved 
in the building maintenance process will be identified. Regular 
cleaning and maintenance functions should bo scheduled at mini- 
mum student load times during the day and week. 

0 The responsibility for storage of equipment will be designated. 

0 Forms and procedures will be developed for requesting special 
work to be performed requiring custodial services which entail 
additional expenditure of funds or use of custodial lime. Figure 
3-13 is the form used by D. C. personnel to request special 
work to be performed by the Buildings and Grounds Department. 

0 An Information System should be developed to evaluate the use 
and serviceability of the facility for faculty, students, and 
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community. The information system would serve internal 
administration, the D. C. Board of Education, and Fort 
Lincoln community groups by generating monthly reports 
during the first year. The output of the system should be 
examined regularly by the Administrative Coordinator, 

Office Manager, and Engineer in order that methods can be 
developed for using information to evaluate building service- 
ability. The information system should show, at a minimum: 

Extent and nature of outside use 

Pupil and faculty loading on hourly and daily bases 

Equipment efficiency 

Daily cleanliness 

Vandalism 

Repair requirements and costs 

Role of custodians, teachers, assistants, pupils, volunteers 
3.6.5 Sample Maintenance Schedule 

The need to make assignments for particular tasks during the Phase 
I training program was discussed earlier. A sample maintenance schedule for a 
given day is presented in this section, in terms of tasks to be completed and the 
time which might be allotted to them. This must be viewed only as an example, 
perhaps to be used in future discussions. It must also be understood that this is 
not meant to represent the schedule of only one man, bin may in fact represent an 
almost complete description of all regularly required predictable tasks which 
actually could be assigned to more than one person at a given time. The specifica- 
tion of this schedule for particular individuals must await the Phase I of the Gaining 
program. 
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n-no 



r 

r 

r 



0:30 a. m. Open building and check for vandalism 

Review cxlradordiuary maintenance, repair or 
usage requests for that day 



7:00 a.m. Service building and educational equipment 
Manipulate partitions 
Test water in pool 




8:00 a.m. 



Conduct outside grounds maintenance activities 
Cheek snack areas 



l; 

f! 

I! 

I 

I! 

l! 

I! 

I! 

I 



I: 

I! 




9:00 a.m. Manipulate partitions 

Conduct needed building repairs 
Arrange for daily garbage removal 
Continue through facility to survey how the building 
is being used and his own personal contribution to 
the program 



10:00 a.m. Check lavatories for cleanliness ancl any malfunctionin 
Conduct needed building repairs 

11:00 a.m. Maintain snack areas 

Maintain plaza level lobby 

Be on call for miscellaneous needs 



1:00 p. m. Maintain snack areas 

Receive and store deliveries 
Remove garbage 

2:00 p.m. Review following day's needs with staff 
M ai li pu Ui t e pa r t it i on s 

Cheek outside grounds and roof area* for safety and 
damage 



3:00 p.m. Clem gym n as him 

Clean nil lavatories 

Service building and educational equipment 



4:00 p.m. Remove garbage 

Conduct all heavy cleaning and waxing 
Maintain and clean plaza level lobby 
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3.6 



Food Services 



3. G. 1 Introduction 

Providing meal services to Fort Lincoln First Facility students is 
another area for which procedures enn not yet be specified, since adequate infor- 
mation is not available regarding the needs and demands of students. Several 
factors are known, however, which suggest that a broad variety of services may 
be required. Since some students and adults will start the day quite early, they 
must be able to buy breakfast, with free breakfasts for tnose students who are 
unable to pay. Lunches will be provided on the same basis. In addition, snacks 
will be available in a lounge area on each level to students, staff, and community 
throughout the day. 

The operating budget for the food service program for the first year 

is $87,500. 

3,6.2 Program Management 

It is recommended that the food service function be contracted (if 
economically feasible) to a food concessionaire, and that the internal overall 
administration be the responsibility of the Office Manager. This arrangement does 
not preclude students from receiving significant educational benefit from the food 
services program. 

3. G. 3 Food Options 

Three basic options will be available: 

* Breakfast consisting of dry cereal or instant hoi cereal, milk 
and juice; 
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o Lunch consisting of meat, fish, eggs (or the equivalent nutri- 
tional substitute) vegetables, fruit, bread, and milk; 

• The opportunity to select from various items such as: 

soups, sandwiches, puddings, jello, fresh fruit, cake, milk, 
coffee. 

It will be possible to have a larger variety of foods that arc easily accessible if 
they arc largely prepackaged and frozen and prepared in a central facility by a 
rapid cooking or heating process. This approach also minimizes the need for 
offering only a particular set of foods. 

3,6.4 Participants 

The number of children desiring free or regular meals can be deter- 
mined to some extent during the registration process. This information will be 
useful when the contract for food services is negotiated . 

3, 6. 5 Procedures 
3. C. 5. 1 Supervision 

The areas in which students are eating will be super vised by 
volunteers (particularly college students) and paid community helpers, if necessary, 
depending upon the control requirements established for handling money. These 
assignments will be made by the stage representative. During Phase I of the train- 
ing piogram, a determination will be made regarding the age limits of students who 
will be encouraged to secure their own meals and to clean up afterwards. 

Current Washington Teachers 1 Union regulations require that 
teachers supervise students in lunch areas, because this is not recommended in this 

ro]K>rt, negotiations may have to be conducted with VTU before school opens, It is 
recognized, however, that teachers might supervise students who are eating in 
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instructional areas. 



Hot meals should bo prepared in the central facility and delivered 
by volunteers to the snack area on each level. Children could then go o the snack area, 
when appropriate, to get their food. 

3. 6. 5. 2 Planning 

When weekly programs are planned for children, their meal time* 
must be specified and money collected, where necessary. Money will be collected 
on a periodic basis for economy and to avoid students discriminating against those 
who will receive free lunches. In lieu of money or permission for free lunches, 
tickets will be given to all children for lunch purchase. In this way, the student who 
receives a free lunch will not be singled out to Ills peers. The information will tc 
collected in each stage and forwarded to the stage representative. It will be his 
responsibility to distribute the information to the adults within the stage to ensure 
adequate supervision of the adjacent snack area. At the same time, the information 
and money will be forwarded to the Office Manager by each stage representative 

for appropriate planning and accounting. 

3. 6. G Educational Utility 

There arc many ways in which the food program can be used as a 
educational experience for both students and the community. The most valuable educa- 
tional aspect of the program is the opportunity to study nutrition and learn to prepare 
healthful foods at home. Community participation in the daily operations of the schools 
will expose adults to good nutrition and food preparation methods which they can use 
in their homes. The specific manner in which this can be accomplished should be 
considered during curriculum development. 
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In addition, (ho getting’ in which children will cat is conductive to a 



social learning opportunity, since staff at all levels will be encouraged to cat with 
the children whenever feasible. 

The following should be included in an educational program developed 
for students and/or the home: 



All Participants 

• Nutritional value of food and minimum daily requirements 

• Social behavior in group eating — consideration for others 



• Personal and kitchen hygiene 

Stage in and above, and Parents 

• Meal planning — nutritional and economic 

• Insfililional management 

• Food preparation 

The home nutrition education program might best be conducted in 
workshop activities for parents, coordinated by the Resources Coordinator. Com- 
munity volunteers, e.g. , domestics, catering employees, dieticians, etc., may 
lead the workshops, drawing upon personal or professional experience. Parents 
should also be invited to tour the food planning facilities. 



3.G. 7 Community Use 

Use of the food seiviec facilities for any activity other than a nor- 
ma! school function should be considered by staff and community participants in 
Pluisc I of the training program or shortly after school opens. The extent of com- 
munity demand may not bet k <o\vn for some time, or until the community begins to 
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make use of the facility. The option of using 11 services of the contractor beyond 



normal school hours should be explored. 

3.6,8 Evaluation 

For the purpose of modifying food service offerings and management, 
an information system relating to the use of the food services program must be 
established. The information requested can be utilized by staff and community 
representatives for analyzing many factoids. For example, the usage patterns of 
students and staff might be examined by studying the following data showing: 

t Number of breakfasts and lunches 

e Number of free meals 

• Regularity with which individual s eat entire meals 

• Extent of community use 

• Participant satisfaction 

• Staffing requirements (ir addition to normal kitchen staff) 
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Personnel Records and Pavroll 



3.1 

3.7.1 Current System 

The present system of personnel records management within the 
Schools is inadequate for generating useful evaluative and planning information and 
for reasonable payment cycles for those who work on an irregular part-time basis. 
Considerable paper work is generated during the hiring process, yet little useful 
data can be produced for examining staffing patterns, vacancies, strengths and 
weaknesses, etc. It is difficult to identify personnel costs for particular programs; 
information regarding staff vacancies is not produced periodically; and information 
on professional capabilities is not readily available. These are just a few examples 
of the personnel information shortcomings in the present system. 

It can not be expected that the proposed system will completely cor- 
rect the existing inadequacies or provide an ideal personnel information system. 
Rather, it must be viewed as an interim system in which some of the issues and 
principles to which the school administrators must be sensitive will be identified. 

It will also attempt to identify the components of a record system which will even- 
tually serve as an appropriate data base for a useful personnel information system. 

A permanent system may evolve as the* Fort Lincoln School comprehensive infor- 
mation system is developed. 

Because the Recruitment Plan for staffing the Fort Lincoln Schools 
will use the D, C. procedures and requirements for certification atul regular appoint- 
ments, the related forms will provide the basic information for the personnel 
records. However, this does not preclude modifying that information for use by 



(lie Fort Lincoln Schools. 
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The process for the selection and hiring of personnel for the Fort 
Lincoln (Schools is specified in Section 2, Organ ization/Staffing Plan, pp. 2-72 to 2**95. 
According to this design, the Personnel Office of the D. C. Schools will approve, 
certify, and take all other necessary steps for the final appointment of staff. 

Candidates will be screened by the Personnel Subcommittee and 
the school administration cf Fort Lincoln. The Staffing Plan of Volume II specifics 
the steps and respective responsibility in the hiring process. When an individual 
or groups are approved for hiring, the Personnel Subcommittee will forward the 
list to the Fort Lincoln School administration and the Special Projects Division. 

Eventually this list will be sent to the D. C. Schools for appropriate action. The 
Board Order resulting from D. C. Board of Education action will be cut and processed 
by the D. C. Schools’ Personnel Office, with a copy of the transaction going to the 
Special Projects Division and the Staff Development Coordinator . The clerical staff 
of the First Facility, reporting to the Staff Development Coordinator, will process 
and maintain all information regarding Fort Lincoln staff. 

3.7.2 Fort Lincoln School Personnel Rccoi'ds System 
3,7.2. 1 Responsibility 

The supervision of the Fort Lincoln School personnel records and pay- 
roll system will be the responsibility of the Staff Development Coordinator. Records 

and reports will be duplicated and stored both in the stages and in the central office. 

Though the initial system will Ix> manually operated, it is expected that the specifications 

for an automated system will begin to be developed during the. first school year. 

The daily maintenance of the records system will be the respon- 
sibility of an adminisT ative secretary. Inputs will be provided by all staff using 
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procedures and forms developed in consultation with the Staff Development Coordinator 
during and after Phase I of the training program, 

3. 7 . 2. 2 Information Sources 

The principal source of basic information regarding staff will be 
generated from the Board Order, Form PSDCG 11, Figure 3-14. This form will be 
forwarded from the D. C. Schools when the appointment of the individual ’ > made 
official by action of the Board of Education. In order to improve its utility, the follow- 
ing information should be added to this form: 

• Program code — will show entry for activity (program 
code), as described in the Accounting System (see 
Section 3. 10. 5). This wall relate personnel costs 

to programs, and should be used in addition to the 
current D. C. numerical coding syslcm for personnel, 
currently being revised. 

• Profile of Strengths and Weaknesses — see 
Section 2, Recruitment Process, pp. 2-73 to 2-S9. 

o Personal Resume — to include all training and experience 
which may be relevant in any way to Fort Lincoln School 
needs. 

3. 7. 2.3 Developmental Records 

As the Fort Lincoln Schools begin operation, certain information 
must be collected which, when combined with the information discussed above, will 
provide the basis for developing useful analytical and evaluative reports. 
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3.7.2, 3.1 Staffing Needs 



At the beginning of each year, and bi-monthly thereafter, a 
report will be generated wliich will display: 

• The number of positions to be filled 

• The specialities to be acquired 

• The progress made in filling positions 

Tins information will be shared with all staff members and will be used by the Staff 
Development Coordinator in carrying on the recruitment program. 

3.7.2. 3.2 Staff Development Records 

This will be a composite of individual profiles developed for each 
teacher which will display the specific steps taken towards realizing personal profess- 
ional development objectives. The individual reports can be used by the Staff Deve- 
lopment Coordinator to develop reports for community and Fort Lincoln and D. vJ. 
School officials. These reports would concern development efforts of individuals and 
groups, as well as personnel evaluation. 

3. 7. 2. 3. 3 Staff Utilization Records 

These records wiF how by individual and compositcly how pro- 
fessional, paraprofcssional, and volunteer staff members arc using their time. 

For each category of persons, individual records will show how 
much time is spent on: 

• Clerical tasks 

• Pa rent /student planning 

o Individual teacher planning 

• Stage planning 



O 





o 



Task Force meetings 



9 Instruction — (Prescription, Diagnosis) 

9 Group instruction 
9 Other 

The monthly examination of these reports will indicate the extent 
to which actual time spent by staff on these activities corresponds to the time pro- 
jected for them in the original Fort Lincoln plan. This information will serve as an 
early warning device, indicating whether staff functions are being distributed as 
planned. 

3. 7. 2. 3. 4 Volunteer Services 

To enhance staff flexibility, continuously revised records must be 
maintained of Die volunteers available to serve in the Fort Lincoln Schools. As a 
minimum, these records must show: 

• Name 

• Capability 

9 Availability 

t Evaluative Comments 

These records and all the related detailed forms should be developed 
under the direction of the Staff Development Coordinator. The issues and requirements 
must be addressed in Phase 1 of the training program. Specifications for procedures 
can begin to be written when the First Facility starts operation. 

3. 7. 3 Other Accords 

Figures 3-15 to 3-24 arc copies of forms which are required by 'I o 
D. C. Schools to lx? completed to ensure staff safety and personal welfare. 
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PILRSONNi’L CARD 



Major 

Minor 






a at lie 



A‘Juh;s 



1 11! t 



Decrees: . 



Dali? of IJirlh 





PUBLIC SCHOOLS 07 THE DISTRICT 07 COLUMBIA 
Depart men l of Personnel 

Presidential Building — 415 Twelfth Street, N. W, 
vVa&h;r»g2on, D. C. 2CC04 

EMPLOYEE IDENTIFICATION CARD 

This is to certify ih;it - 

is an employee of the Public Schools of the District of 
Columbia and is a member of the staff of 

School/OIfjce 

Si'jnaiuoj of Er«ii-loyu« IinmocUotc Superior 

Sciiool Year rnd*n<j ?7i Form No. 539 — 1569 



O 

ERIC 



Figure 2-H> 
3 - 0-1 
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Torn! 4*t7 



PUBLIC SCHOOLS OF THE DISTRICT OF COLUMBIA 
Certification of Reporting for Duly 



Memorandum for 



r 


The following . 




(uppoiruiivj tillioj] 

__ employee began service in my building today. 


* * 

i 




(no rue) 


(jJOJUlOp) 


r 






t? I’jmi ire o( f : ir.cii'al) 


1 


■THIS FORM 


(rifilc) 

IS NOT 


(orfiC'c!) 

TO BE USED. FOR SUBSTITUTE TEACHERS 



UNLESS NEWLY APPOINTED AND IS NOT TO BE USED FOR CUS- 
TODIANS. 

THIS FORM IS '1*0 BE MAILED WITH POSTACE (not sent by carryall) 
BY 5:00 P.M. OF THE DAY THE EMPLOYEE REPORTS FOR DUTY. 

IMW# 




Figure •’-! 7 
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l?UiiLaC SCclOOivS O -■ iiiiir Oi S J. tCl Or COiAJAiiiiA 
REQUEST PGA AN ADVANCE Ov SICK LJiAVIi 
VOX TKACKI ills AND ATHiNKANCS OPIACKKS 

(To bo Prepared in Triplicate) 



(Dote) 



19 . 



Name oi Kill ploy co . , . 

Title of Position - 

School or Department — 

Type of Appointment 

(Pcnnnnor.t or 2 *tot>Blionruy) 

Advance leave of days is herewith requested because of 



(XulU«! &f di: ability) 

^£>uC the physician's coriincnic aitacheci io tins application). 

A dvar.ee leave roquestcu to extend irom 1 19 to _ 

(Duyj rc<i‘Jc:H'iI ni’i«t So r a 7 iM'ru'ivk > } 

19 , both dates inclusive. 



To be ccitxpiCU'd in Payroll Oticc: 
Lcove accumulated to data days 



I.cr.vc \ J;en to tUto 

(Curr r-.it School Year) 

Coaiimlc-d by . 



(i'tyrtli fu;>vivi>jr) 



(Signature of Applicant) 



<Sue;l) 



. dr.y*. 



(City) 



11KC0 MEXDF.D FOB APPROVAL: 



{i ljih-J I (Ac Suisrvupr) 



(AviM-inl Sii]<rriiitn.'trU) 



*— — .. *■ 

(Deputy Suyrriril-ndrA) 

APl'KOVJOO; 



(FitiKuMrj vt«*P. La«iT>P) 




<r.'«V 






Kijvmv :ms 

;mw 
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cuirariCATK or physician or practitioner 

I CSRTjFY that □ was under my 

professional care □ was under Ciuarnntine from _ 19 

(Mcnt?i find city) 

through 19 

(Month tod it ay) 

(.Signature) 

(UnteJ (AtMrrs*) 

NATURE or EXSnGSKCY 

(Please explain nature of emergency in detail) 



i^nco-J PUBLIC SCHOOLS OP T UK DISTRICT OP COLUMBIA 
r rice, iai6) APPLICATION FOR LEAVE 

Kamo «. - Dale - . .. . - 

(PrU,t or fa*i t imImI) 

Position School 

Tvrw of i.kave 

D^»k* n Wituwii pj»r 

L'j I'l.icr^ruy • Q J-ttlm-ntionrJ 

Q Cl Mi!i(:uy 

; j Oilur (nM-ify) .. 

N*n, of dtya * No. cl hrn. 4 

no l>D -,.iW -n uy - avp t— , - J"; g 

To... . ... (Mir-tuokc) ?..L V TJ. n 

(Su-j. tUire of Sr».\« cirri) (Month. dny, yew) pin. Q 

M cirVify thnl ttm id»:ciw> wm On** to Cl viiitli im nj urit li-J inf lor duly O &si*!»ci*l , 

llrrttfll, or npLinl ?V - . (n&iof of 

prui'UlI-Mrr) ( j qu. Mjd'in*. ill id ■ U*i i« d'v U> i v iiii l is in rxf'M of 3 du>v or !• du» 
to r,i- lied, tjr.ilfj, u «v'l:< rd : r V infill., t'Miin uni-' ilJ oo rtvi tfso fidi*.) 

3 Nftlun ol hJt i n.r ft:> iim'»i nvis-t ?.<• on itvcjf tide. 

•)Y»r u;c J.y tr*.Nlv’.i and tlini.nlv 

4 IVr tte by oiLv 

Recommended 



Tolu! accru'd leave 
l/favt rc^ar.-ted 
liatnnea of leave 



J-'eti. or 1 

r*i:r i,-« u- y 1 


j Aijju:.! 















(fcfi^tiiAur* of «tn^loyo«) 



Approved 
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Duo on Monday of each ucc!c 



PubhUy ilV .1 RsuOl J 

REPORT Ox* ARSRNCR- 



oi* 'i hk r>l wTdi/i* oy oOLNidbiA 
OFFICERS AND CLASSiPDiD EMPLOYEES 



Srlujol 



Week ending 



Tins is io certify that all officers and classified employees, except as listed below, wore present out- 
work day during Ibis week as required by the rules of the hoard of Education. 







♦NUMUKR OP 


daws a ns r: nt 


NAME or KMrJ.OVKiC 


date: or aisskxck 


Of (•Mplfi.Vi'o was ii.jiirr.i in li mi of 
pic;i$c make nolb lion) 


duly, 




S 


wr 


A 


0 


• 


' 











1 K< y i S-Siski Wl’-Witii .’.l l’iy; A -.\r-n';nl : 0-0lli*r. 
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X)uc on eh week. 



Vi]?>UC SCHOOLS OV TUB DISTINCT 01 ; COLUMBIA 

1 Ui?v AT Oi ? ausancb 

Week' -i^ullug 



Tins is to certify that all □ Touchers n Attendance Of.eoi r s l exempt as listed below, were present 
each work nay during the week as required by the rules of (lie Board of J'klueution. 



XA ME OF KMFLOYEF 



DATE OF A CSENCK 



♦NUjMPKR OF HAYS AI-8FNV 
(If employee wit a injured in. line of duty, 
please mala: relation.) 



With Pay 



Without Pay 



•Kr/: E-U.irk; ir Kj.ifrf.rn 1 /; O O^icr 



O 
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Due on the 5lh of each month 



i iH l i ./>. < ' 1 v 1 - » »i l. 

Ccirific.ciioa of Services Ilciulcreil by 
Substitute Teachers siul Attendance Officers 

For the month of 19 




Click iVi’arii 



Certified ; _ 

8itfiv«t»iifi c f l'rrhf>'r>K Oi1n> t 




|t“lh 






Fij'ino 

:t-70 
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i UOv.i\7 o\>( W tj\j k)k 



• ji J 



Ul-tul/l 



v> \r " v 7 ^ , \ / 

d I*V A-d d u. 



/*> \~1 
O** 



•'H 1 ; v r» v /■ -x* -i n 
•' >1 l j '/ H 1‘4 V. 

*U/t i * .v 4M(V A 



Ohj.cc of 



(This lino is to be filled in by officers only) 



School 



(Name in full) 



(Location of school) 



(Date) 



(Zip Cnii.') 



Nov tv — This blank is to be used for all employees. TIjc principal or official in charge will forward copies of this directors 
to Hie Office of the Statistician, tfivia/J information as of Hie first school day in October, in accordance with the Sujxni.- 
loiHh’inL Circular concevninfi Directory, of MmpJoyecSv Officers, teachers, and clerks should be listed together in alphffix-tb 
cal fjvtkr. Abo, custodian:**, engineers, and other employees should bo listed together in alphabetical o’\lcr. 
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PUBLIC SCHOOLS OF THIS DWVMCT OF COLUMBIA 
FRANKLIN AOMINL>TA AVION llUILOluCS 

l3Tlt AND K GTAIXV6. U, VA 
WACMIN&IOS, o. c. 2000E 



f 



FORM TO BE EXECUTED BY 1 VOMEN EMPLOYEES REQUESTING 
CHANGE OF NAME BY REASON OF MARRIAGE 



The Superintendent requests that women employees of the Board of 

Education requesting change of 
following form through regular channels 



f name because of marriage fill in mid submit the 



TO THE SU 1’EKIETKX DENT OF SCHOOLS: 

I hereby request that ray name be changed on the school records 



from 

to 

effects v^o 



Information concerninng my marriage 

Date of marriage - - 

Place of marriage 

Name oi person officiating 

Marriage certificate numocr 



c is furnished as follows: 



Stgootviu 



I! 



Forwarded: 



Pru.c.i'ol 



Afsiitlont £,u i-x m'cr.dt r l 






O 
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rUHl/VC SCHOOLS OF YilK \)ll i^viOV 
WASHINGTON, D. C. 



Or COUR-HUA 



CHADOR OR ADDV-^sr* AND/OR VRLKPHOR}% HDMDKU 



Name 



(List name~exaot)y as it appears on" payroll) 



School 



Title of 
Posi t ion 



Check one: 
() Perm,- 
() Prob. 
() Temp-. 



New Street Address 



(City) " *( Slate) " ~ (Zip Code) 

New Telcohono Number 

Social Security Number ; 



Date 



(Signature empl oyee ) 



Please forward one cony to the Dcnartmcnt of Personnel within 
three (3) dayj after change of address. 
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Figure -’*-21 



Sta I f Scho rl 1 1 J i ng 



3. 8 

The matter of deployment of staff lias been treated t length in 
tins report, Section 2, Organ izat ion/Staffing Plan, pp, 2-52 to 2-69. The 
Staff Scheduling Procedures described here identify the administrative responsi- 
bility for the procedures, information requirements for their effective adminis- 
tration, and warning indicators should the system not be functioning as planned. 
In general, they provide the staff with the tools necessary to initiate staff 
scheduling, which will be an on-going process. It is impossible at this point to 
identify all procedures and alternatives since the exact nature of the staff and 
composition of the student body are not yet known. 

3. 8. 1 Administrative Responsibility 

The Staff Development Coordinator, with the aid of the Master 
Teacher, will have the responsibility of managing data and report production, 
supervising the operation of procedures, and assuming leadership in staff sched- 
uling. In addition, the Staff Development Coordinator, Master Teacher, and 
Administrative Coordinator will conduct initial evaluations of the efficiency of 
staff scheduling, and will consult with whoever may seem appropriate regarding 
adjustments. Internal stage scheduling concerns can bo discussed during the 
stage meetings. 

In the first three months of operation, staff schedules should be 
duplicated by the Staff Development Coordinator and distributed ;o all slafT and 
again on as regular a basis as the frequency of individual scheduling changes 
requires. After the first three months, modifications in preparing end sh -rmg 

this info Mint ion may be considered. 

O 
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It will be the respe -sfbiliLy of the Singe Representative, reporting to 
the Staff Development Coordinator, to monitor daily scheduling during the early 
operations of the Fort Lincoln School to assure that adequate minimum coverage is 
provided and individual students arc receiving appropriate adult assistance. Particularly 
important is the necessity to verify the assumption that adult absences will require 
virtually no substitutes because staffing provisions will provide a self-scaling system. 

3.8.2 Information System 

The kcj' to successful staff scheduling is an information system which 
will allow for summary evaluations by verifying assumptions and indicating roadblocks 
to implementing plans. Actual scheduling procedures simply require decisions by 
personnel regarding their availability, publication of the availability schedules, and 
adherence to commitments. 

3. 8. 2.1 Assumptions 

Staff scheduling can begin during Phase I of the training program 
as soon as certain information is availa: le regarding student enrollment and staff 
capabilities and availability. The actual staff schedules can be developed with little 
difficulty using the guidelines described on pp. 2-52 A o 2-G9 of this report, 

Section 2, Oi ganization/Staffing Plan, mil css the assumptions which have been made 
are grossly ovil of line with actual facts. If the assumptions prove to be incorrect, 
then adjustments must be made in staff and student assignment. Therefore, the first 
requirement for staff scheduling is to examine the following data relating to the 
assumptions: 

• Listing of professional .specialties by stage and salary 
? level. 
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o Age distribution of students within stages, 
o Percentage of students choosing to attend school on Monday 
through Friday or Tuesday through Saturday schedules, and 
those choosing to attend on Saturday ior special purposes. 

This will permit actual student loading by day to be displayed, 
o Hourly distribution of students, indicating the staff coverage 
required during any one day. 

* Listing of staff vacation choices. 

o Listing of expected volunteer service, by capability and dates 
and hours available. 

3.8, 2.2 Evaluation 

The evaluation of staff scheduling efficiency will require infor- 
mation indicating the extent to which particular objectives of daily operation are 
being met. Some warning indicators which can be used for system evaluation will 
be obtained from reports generated on a weekly basis during the first six months of 
school operation. The reports will contain data on: 

o Staff activities during G 1/2 hour working period, showing 
particularly the lime spent on: individual instruction, 
student planning conferences, individual professional planning, 
clerical tasks, study supervision, stage planning, in-service 
training, etc. can be gathered from the personnel records 
system, and a display of daily activities should be produced. 

• Staff capabilities, according to snbjeei areas. See this 



O 
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report, Section 2, Organ izaiion/Staffing Plan, p. 2-5*1). 
Where specific capabilities arc missing, compensatory 
approaches should be considered, 

• Hourly ratio of students to professional personnel — not 
to be lower than 20:1. 

The warning indicators may suggest a need for re- evaluating 

staff deployment. 




258 



2-77 



3.0 



Procurement 



The need to provide a streamlined procurement process for the Fort 
Lincoln Schools is based upon the slow turnaround lime and less than adequate inven- 
tory control of the D. C. Schools 1 procurement system, In addition* the procurement 
process for the Fort Lincoln Schools cannot 1 ’cly exte. siwty upon the procedures 
of the D, C. Schools, since such an arrangement would add to the operating burdens 
of the parent system. Therefore, in this section a rather simple manual procure- 
ment system will be described which can be expanded and refined as the Fort 
Lincoln Schools begin operation. 

3. 9. 1 Objectives 

The system design described here will attempt to; 

# Permit rapid acquisition of required materials; 

• Permit purchase by personnel, including students, who are 
close to the level of use; 

* Permit teachers to purchase materials using discretionary 
funds established for this purpose; 

a Provide methods of inventory and financial control. 

3.9.2 Responsibilities 

The overall administration of the procurement process will be the 
responsibility of the Administrative Coordinator. Daily operations will be super- 
vised by the Office Manager, with the assistance of his clerical slaff and the 
central Resource Coordinator. 
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The central Resource Coordinator, with the assistance of paid com- 
munity aides, will be responsible for the central inventory control. The Coordina- 
tor will also assist stage representatives in designing the methods for controlling 
inventory within stages. 

Teachers will participate in the procurement process through the 
initiation of requisitions and purchase orders, the maintenance of related account 
books, and the supervision of the activities of students in Stages II and above who 
demonstrate the capability of generating their own purchase orders. Teachers and 
students may also be permitted to make direct purchases within the guidelines that 
are established during Phase I of the training program. 

3.9.3 Procedures 

3. 9. 3.1 Requisitions 

Figure 3-25 shows the procedure to be used when a requisition 
for materials is initiated by a staff member. The requisition may originate as a 
periodic or annual requisition, or as a special request for an item needed during 
the year. 

3,9.3. 1. 1 Periodic Requisitions 

Periodic requisitions are those which usually occur on an 
annual basis and generally reflect program planning. The dates for submitting 
Ihese requisitions will be determined by the Office Manager. He will examine 
requests for completeness and accuracy and wil' isert additional budget data when 
necessary. He will consult with the requestor concerning any changes necessary, 
and will inform him of the action taken on the requisition. Figure 3-20 depicts the 
procedures for handling a periodic requisition. 
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No 



Can Items be obtained thru 
the Office Manager within 
time constraint? 

T 

No 



Can Item be purchased using 

the direct purchase reimbursement 

procedure 



No 

i. 



Special case - consult with 
Office Manager 



-YES- 



Submit a special 
requisition or submit 
with next periodic 
requisition 



> YES - 



Purchase item and 
submit reimburse- 
ment form 




Figure 3-25. itequest initiated by Teacher or Staff Member 



2G1 



3 -SO 



Staff provides input by stages 




$ 



Central Resources Coordinator 
consolidates all periodic requisi- 
tions 




-o 



R e quest fo nva r cl cd 
to D. C. School Supply 
Officer 



j 



Figure ,1-20, Periodic Requisitions 




262 



3-81 



Figure ,1-27 shows what happens to a periodic or special requisi - 



tion when it is forwarded to the D- C, Schools. 

3. 9. 3. 1. 2 Specif 1 Requisitions 

Special requisitions will occur for several reasons, c, g. , to 
purchase perishables or to meet unanticipated needs. 

Special requests will be examined initially to determine the 
availability of requeste 3 items in the school inventory from records and visual 
identification. Availability implies that the item is contained in the inventory of 
the school and that the item is not reserved for a specific project or individual, 

T] e flow of a special acquisition is depicted in Figure 3-23. 

3,9.4 Requisition Forms 

Requisition Form BR-1, Figure 3-29, is used for requesting items 
within the school from the central Resource Coordinator. 

Form R-l, Figure 3-30, is r>ed for requesting and authorizing the 
procurement of all supplies and equipment, either periodically or at special times. 
The last page of R-J lists the requested itcm(s). Nomenclature and code data are 
contained in the Standard Schedule of Supplies of the D. C. School Catalog or the 
catalogs prepared for the Fort Lincoln School. Special requisitions will be accom- 
panied by Form RJ-1, Figure 3-31, Special Requisition Justification. 

Requisitions arc submitted to the appropriate approving authority; 
a copy is retained by the central Resource Coordinator and the remaining copies 
are forwarded to the Office Manager. (The need for an approving authority between 
Die originator and the Office Manager will be determined in Phase I of the training 
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Requisition Forwarded from FLNT to 
DCS, FLNT makes pending encumbrance 

Receipt of requisition by DCS Office 



Requisition processed 

Copy of requisition forwarded to FLNT 
Office Manager makes final encumbrance 

Update file, copy of requisition forwarded 
to source 

Receipt of items by source 




Office Manager notified of receipt, files 
updated 



DCS notified of receipt 




ALL FEEDBACK 
TO FLNT 
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Figure 3-37 



Requisitions Forwarded to D. C. Schools Supply Oflice 



Requisition Prepared 




Approval 

I 



Forwarded to Office Manager 




Request Processed: 

File number assigned 

Checking for Accuracy & Authorization 

Historical File Updated 

Accounting Stab s Reviewed 

Pending Encumbrance Made 

Can Item by obtained thru normal channel? 



No 

\> 

Direct procurement by staff member makes 
final encumbrance 






FEEDBACK TO SCHOOL 
OR PROJECT 

A 






• YES* 






Requisition forwarded 
to DCS Officer 



Upon receipt of items source returns copy 
of requisition and packing slip to Office 
Manager 




Figure 3-28. Special Requisition 
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REQUEST FOR SUPPLIES, EQUIPMENT, AND MATERIALS 



(Date) 



FORT LINCOLN NEW TOWN 

NOTE: Submit in duplicate. Original will be returned upon delivery of 

item(s). If delivery cannot be made as requested, you will be 
notified by the store clerk. 



Please deliver the following item(s) to 



(Dale) 



(Place) 



on 



Requested by: 



(Signature) 



(Print Name) 



Quantity 


Item 







Remarks: 



Figure 3-29 Form BR-1 
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FORT LINCOLN NEW TOWN 
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I HEREBY CERTIFY that the entries and computations on the following 
pages are correct, and the amount of materials ordered is within the 
allotment granted for appropriation. 



Form R-l (continued) 
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Form R- 1 (continued) 
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Authority 



program. ) The requisition is always completed by the originator of the request, 
even the student where appropriate. 

3. 9, 5 Types of Procurement Methods 

The following items are taken from the Department of Business 

6 

Administration Operatin g Procedures Manua l , and serve ns useful guidelines to 
Fort Lincoln School personnel. 

• Small Purchases - This method is used for open market pur- 
chascs whe- 3 the total cost per item is less than $100. This 
type purchase is limited to the metropolitan area and delivery 
is usually possible at the time of purchase or shortly there- 
after. 

• Single Letter Quotation - This procedure is used for open mar- 
ket purchases from a single vendor of items whose total cost 

is less than $500. Processing of t lie requisition and quotation 
requires approximately lo days and delivery time will be 
established by the vendor to whom the award for purchase is 
made. 

• Three Letter Quotation - This method is used for open market 
purchases and is addressed to at least three (3) vendors for 
items whose total cost is between $500 ; ml $2, 500. The pro- 
cessing time is approximately 20 days. Delivery time is depen- 
dent upon the response time offered by the lowest successful 

k Operating Procedures Manual, Department of Business Administration, 
September, 1909. 

271 



3-90 



bidder. Generally, this requirement ip part of the request for 
quotation. 

• Bid Invitations - This procedure is used for making open mar- 
ket purchases where total costs of similar items exceed $2,500. 
Although individual items may cost ns little as $5, an accumula- 
tion of like items may require the bid process. Bids arc pre- 
pared by the Supply Management Section, forwarded to the D. C. 
Purchasing Officer for approval and subsequent distribution to 
all bidders on the D. C. Procurement list. This method of pro- 
curement usually requires approximately 90 days from the pre- 
paration of the bid to the delivery of the goods purchased. 

• Federal Contracts - These arc contracts negotiated by the 
General Services Administration pud used where items desired 
by the school system are available. Items purchased are 
obtained from local dealers if possible. The processing through 
delivery time is approximately 90 days. There are no limita- 
tions on the use of Federal contracts. 

o General Services Administration Contracts - These arc contracts 
of general items maintained in GSA stock warehouses. Tins 
method of procurement is used when items arc av liable from 
warehouses in which the school system is interested. There 
arc no limitations on the use of these contracts* The process- 
ing through delivery time of any requisition is approximately 
30 da vs. 
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TncluJed on (lie next two pages are recent changes to the Opera ting 
£ r .?^ Cf ^ lre »l Mjinnal wh i eh indicate efforts being made within the D. C. Schools to 



reinforce the direct purchase option. 
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This Department of liusiiu'SK Adkins strati on Operation Procedure s Manual In 
intended to Implement and amplify the policies and general regulations 
adopted by the Board of Education* Included are detailed regulations and 
procedures to assist and inform the operating officials requiring services 
and support from the Department of Business Administration. 

I, Updati ng of Manual - This manual represents an attempt to 
compile and explain the several procedures and regulations 
relating to the services performed by the Department of 
Business Administration. Bach chapter is concerned with 
specific services provided by the department and has its 
own separate paging arrangement to facilitate, updating. Of 
necessity, the manual will require revision from tine to 
tine. If tlic revision is minor and relates to a change in 
occasional words, a notice will be sent to all operating 
officials indicating such change.. When entire sections or 
paragraphs arc changed, substitute pages will be sent to 
eacli official. It wj.ll be the responsibi li ty of all oper- 
ating officials to maintain the manual in its current state. 

The functioning of the Department of Business Administration 
will be enhanced, thus improving services, when these pro- 
cedures are followed, failure to do so will very often reduce 
the effectiveness of the department to provide the services 
requested. 

II* Appli cabi l ily of M am ; a \ - Tile regulations and procedures 
contained in this manual arc applicable to all business 
transactions relating to the use and/or control of public 
school resources exclusive of Buildings and Grounds. Ex- 
cluded are local funds retained by the individual schools. 

Since this manual is intended for system-wide use, comments 
and suggestions for improvement arc invited. It is antici- 
pated that as experience grows with the use of this manual 
and operating officials become more familiar with it, changes 
will be necessary, 

III, Coding - The numbers in the upper right corner of each page 
indicate tin: general references to the policies and general 
regulations manual to be issued for system- wide. use. 



y > ' ■/ </ / . 

Acting Superintendent of Schools 




Deputy Super ini undent tor LnsljiKti 
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3370 Series 
Change £2 
2/1/70 



3 >30 P.e^uj ritiionf T i r, Pro ' h 1 ..v- «: 

Substitute the following paragraph: 

W) pir ec t: Pm ‘cbrf n n - To cncuro effective support for dt mount ration 
typo instruction, school principals And teachers have the: 
authority to rukc direct purchase a of selected itor/is. Direct 
purchaser* nay bo a ccor^r lisbed by either the individual mking 
payment to vendor, or if vendor allows, by iton being £urniriu;d 
to Individual without irradiate payt.ent . If individual payo 
for l ten, tbo receipt and fon.s D.C. 105 should bo forwarded 
to the ftc counting Office. If vendor furnishes iten without 
pay r lent, then invoice toother with rSTA-10 should be forwarded 
to Supply Office for hand ling. Hie following i tens are covered 
by Chic provision: 

FUNDS FOR DIRECT PURCHASES 1PJST BE RESERVED DY 
PRINCIPAL FliOM ALLOT! WITT "A" (THE INITIAL ALL0r.2l!X) TO TIC 
SCHOOL, Alai HOST BE STATED CD YCJU AL1.0C.TTTC:; AMD DISTY.I- 
TRIEUTI02I rOlCI UiTiiU TIC SUBJECT AREA AFFECTED , A C'JP.REirr 

con of this form must ls o:j file iii the business office. 

(a) T r od , vnx paper, and aluninuu foil, cleanera and detergents 
for demonstration and Instructional purposes in home economic:; 
clcceco • The r.Qount m-ny not e?:cc ad $75. CO per month for each 
teacher of here ocoucr.icj) . 

(b) Biological, speciecne , prepared nictcccopc* elides cr.d radio- 
isotopes for the instruction of science trety be purchased 
but not to creead $35*00 per trench for each teacher of 
science . 

(c) FI atr*able solutions not to exceed $10.00 a month for cadi 
teacher of industrial arts and vocational education subject 
may be purchased. 

(d) Teacher c of incsic, physical education, end lan guegvo am 
authorised to purchase phone-graph records and c.hcct i..*joac 
for instsiictional purposed at a rate not to exceed $.50,00 
per month per teacher. 
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3.9.G Inventory Control 

The central Resource Coordinator will be responsible for maintain- 
ing au inventory of supplies, equipment, and materials f:r the First Facility. 

The Supply Inventory Card (see Figure 3-3^ will be used to record 
the transactions described below. Each transaction will be recorded on a separate 
line. 



t The date of the transaction will be recorded in Column A. 

• Receipt of supplies 

The receipt of supplies will be recorded by entering the 
quantity received in Column B. 

The school file number of the requisition used to request 
the supplies will be recorded in Column F, under Remarks. 

• Physical Inventory 

Column C will be used to record quantity data resulting 
from physical inventories. Physical inventories will be 
required in the following situations. 

During the second month of each school year, all 
items must be inventoried. 

Following theft, vandalism, and/or damage, all 
items will be inventoried. 

Column D will be used to record data which will indicate 
the quantity disbursed or disposed of during the period 
following the previous physical inventory. The number to 
be recorded will be calculated as follows; add all entries 
in Colinm B that have been recorded subsequent to the 
previous inventory to the previous amount ou-hand (record- 
ed as a result of the previous inventory). From this total, 
subtract the on-hand quantity as determined by the current 
physical inventory. Record the results in Column D. 

Column F will be used to record the purpose of each physi- 
cal inventory. 
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Nomenclature: 
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Figure 3-32 Supply Inventory Card 



o Ordering Supplies 

The quantity ordered will he recorded in Column E. 

Column F will be used to record Hie school file number of 
the requisition, 

A perpetual inventory of equipment will be maintained. An illus- 
tration of an Equipment Property Card is provided (Figure 3-33). A separate card 
will be filled out for each piece of equipment in the school and the cards will be 
filed alphabetically. An Equipment Inventory Card (Figure 3-34) will be placed in 
front of each group of property cards which relates to the same type of equipment. 
For example, if a school has 20 sewing machines, there would be a group of 20 
property cards for this type of equipment. In front of this group of cards world 
be an Equipment Inventory Card that will be a different color Hum the property 
card so that it can be located easily. Th'* Equipment Inventory Card is similar to 
the Supply Inventory Card. The code and nomenclature of the equipment are con- 
tained in the heading. More specific identifying data will ue contained on the pro- 
perty cards. Each transaction will be recorded on a f eparate line and the date of 
the transaction will be indicated in the first column. The Equipment Inventory 
Card is not intended as a control card; therefore, location or assignment will not 
be indicated mi the card and there Is no need for disbursement data. The number 
of borrowed items in the school will be noted in Column C, and the number of 
items on- loan will be recorded in Column F, Appropriate remarks will be entered 
in Column J, Column G will be used to note equipment which is on-hand but is not 

usable. Column II will be used to indicate the number of items not in use. This 

t 

number will not include those items which are unusable or on-loan. Column I will 
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(Tvi>o O n. v) 

CODE: 



NOMENCLATURE: 



NAME OF BUILDING: 

DATE OF RECEIPT: P.O. NUMBER 



MAKE AND/OR MANUFACTURER: VENDOR: 



SERIAL NO. : MODEL NO. : MOTOR NO. : 

SIEE OR DIMMENSION: MATERIAL and/or COLOR: 



(U se Pencil Only ) 



LOCATION: 



CONDITION: 



REMARKS: 



Figure 3-33 Equipment Property Card 
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Nomenclature: 



LIM^ 
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Figure 3-34 Equipment Inventory Card 




be used to indicate adjustments resulting from theft, vandalism, transfer, or the 
retiring of equipment. 

The central Resource Coordinator will be responsible for the fol- 
lowing: 

o Receipt and disbursement of supplies, equipment, and mater- 
ials. The original requisition should be checked to determine 
whether an item has been ordered for a specific purpose; any 
necessary comments to this effect should be noted on the 
inventory record* 

• Assisting the Office Manager with the initial preparation of 
inventory records. 

• Adding new records as new items are added to the inventory 
of the School. Copies of the inventory file will be submitted 
periodically to the Office Manager. 

• Aiding staff in the preparation of periodic and special requisi- 
tions. A copy of each request originating in the school should 
be filed. This copy will be used to "follow up" requests and 
cheek incoming supplies, equipment, and materials* 

• Determining the availability of items requested by staff in the 
inventory of the school from the inventory records and visual 
Identification* If the item is available and is not reserved or 
authorized for limited distribution by the principal or project 
leader, the inventory record will be updated and delivery will 
be made. 
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3. 9. 7 Standard Materials Lists 



Beginning with the recommended list of supplies and equipment 
provided in the Education Plan, a series of standard materials lists should be 
prepared in which the experiences of Fort Lincoln School personnel and personnel 
of the D. C. Schools should be utilized. The lists would effect economy through 
bulk ordering, standardize materials, and facilitate ordering. 

The compilation of these lists should begin after school opens, be 
updated annually, and constantly evaluated and revised. The}' should include the 
following entries, among others, grouping items with similarities: 

• Item description 

• Catalog reference 

o Units available 

• Unit price 

• Units desired 

• Totals 

3 , 9, 8 Implementation 

In order for the system described here to work effectively, the 
following steps must be completed: 

• These procedures and forms must be reviewed and refined by 
D, C. schools, Special Projects, and GLC personnel on a 
team basis. 

• Form design must be completed and forms reproduced. 
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Prescvvicc training for all staff members in carrying out pro- 
cedures must be completed. 

Procedures must be established for the expenditure of discre- 
tionary and controlled funds by teachers and students. 
Guidelines for the control of equipment taken home by students 
and teachers must be established. 

The utility of the requisition as a basis for a purchase order 
must be examined and modified where necessary. 

Procedures for the direct expenditure and reimbursement of 



cash must be established. 



3,10 Accounting System 



This section describes a fiscal accounting system which will 
provide the Fort Lincoln School with a useful lool for managing educational pro- 
grams. An accounting system is necessary to monitor activities and to relate 
costs to educational performance measures. Long-range planning depends upon 
knowing the relationship of efforts to achievement. The ability of Fort Lincoln 
personnel to evaluate their efforts and to use this evaluation as a springboard 
for long-range planning should increase their flexibility and strengthen the 
foundation of the operation. 

3. 10, 1 Purpose 

An appropriate accounting system should show allotments, obligations, 
and expenditures in ways which will be useful for a variety of control and management 
purposes. For example, it is necessary to develop financial status reports for the 
basic purpose of control, both for Fort Lincoln and the D. C. Schools. That is, 
once allotments have been established, procedures must be established to make 
certain that funds arc being spent for the purposes intended, when these purposes 
have been specified. It may also be desirable to make comparisons between the 
resources allocated to different programs. When an administrative system is 
operating adequately, it would be reasonable to expect that a comparison of costs 
allocated to different programs over a period of time could be produced. A decision 
about the redirection of efforts among stages, or functions, ns an example, requires 
knowledge of the past resources expended for these programs in relation to the 
number of students affected by each program. 
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The financial accounting system is designed to provide the Tort 
Lincoln staff with comprehensive information for control of expenditures and for 
educational decision making* The system should permit an analysis of the relation- 
ship between slated objectives oi the school and the resources which have been 
allocated for (he attainment of the objectives. 

Specifically, the accounting system is designed to provide periodic 
status reports of allotments, obligations, and expenditures for the total Fort Lincoln 
operation and individual programs. (See Section 3, 11.) 

3. 10. 2 Accounting Structure 

The FY ! 70 budget for the D. C. Schools included a discussion of the 
possibility of building a Program-Plaimlng-Budgcting system into the budget opera- 
tion. It is hoped that aspects of the accounting system developed here will support 
a PPB system. It should be emphasized that data organized using the PPB system 
can serve the educational decision-maker in planning. A PPB system is a tool 
which can be used to make more informed and intelligent decisions about the future. 
Its usefulness depends upon appropriate organization of program data. 

The current conventional practice in public schools is to use the 
Federal Accounting System to prepare budgets a: ‘ related accounting systems by 
activity and object as it is currently done in the D. C. Schools. The information 
generated is appropriate for control purposes, for observation of trends, and for 
some broad types of evaluation such as the adequacy of provisions for building 
maintenance over a period of time. Generally, program reixHTing has not been 
developed. However, proper application of the Federal Accounting System can 
provide cost data about specific curriculum programs. 



Currcnityj the public .school administrator uses a simplified fiscal 
accounting model {see Figurc3-35 ) to examine fiscal activities, e.g. , to compare 
funds budgeted and spent for admimstvatici (total row A) to funds budgeied and 
spent for instruction (total row B). He may compare expend tures for instructional 
supplies (face B *11) and instructional equipment (face B-JII), or salaries for adminis- 
tration (face A-l) and salaries for instruction (face B-I). 

The combinations of information which can be obtained are limited 
only by Hie classification scheme which is devised for the codes. Therefore, it is 
necessary to assign codes as the budget is being prepared. This can be facilitated 
if the school administrator and his staff specify in advance the information they 
wish to obtain. 

The addition of program codes will permit comparisons of expendi- 
tures for efforts such as: 

• Total General Administration (entire slice a) and total 
Staff Development (entire slice d) 

* Total instructional cost for Stage n (slice c of entire 
row B) and total instructional cost for stage I (slice b 
of entire row B) 

The newly modified D, C. Charter of Accounts will be used as the 
framework for activity and object accounting. Whether the activity and object 
classifications arc adequate for program accounting can be decided after the system 
is used for a period of time. One of the objectives of this proposal is to develop 
an understanding of tha purposes of an accounting system and the powerful tool it 
can provide management. 
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Activity Codes 
Administration 



Instruction 

Health 

Building' Maintenance 
Transportation 
Capital Outlay 
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Figure 3-35 Fiscal Accounting Model 
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3.10.3 Sy s 1cm Inp ut s 

The sources of input to the accounting system will be the control 
allotments received from the D. C. Schools, the requisition (in some eaics the 
purchase order) which h: s gone through the procurement process, and the invoice 
which is forwarded through the procurement system. For personnel transactions, 
the source of input will bo a card containing all pertinent information about each 
staff member, 

3.10.4 Procurement 

The information flow from procurement to Fort Lincoln School 
accounting is based upon the assumption that the D. C. Schools 1 central office will 
continue to disburse funds for the Fort Lincoln School. 

The Fort Lincoln School staff must be certain that accurate and 
comprehensive information regarding requisitions is entered into its accounting 
system. Therefore, when the D. C. Supply Officer has reviewed all Fort Lincoln 
requests which flow from the Office Manager, and feeds back data pertaining to the 
disposition of these requests, the Office Manager mist provide Fort Lincoln per- 
sonnel with appropriate Information for account encumbrances. This requires that 
the information flowing between the central office of the D. C, Schools and the 
Fort Lincoln office accurately reflects the final disposition of requests with all the 
appropriate coding. 

Figure 3-3G Is a sample flow chart displaying the flow of forms for 
recording financial transactions of purchases made through the D. C. Schools. 

For FY ’71, the Fort Lincoln School staff should maintain a manual 
accounting system which should be developed into an automated system after its 
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C M 



+ C #4 may replace the "floater" copy currently used by the D. C. schools' Central 
Office when purchased goods are sent directly to the requesting source. 

**This flow should be designed for the needs of the D. C. schools' Central Office 
in recording transactions in the central accounting system. 




figure 3-3G Hequisitlou Flow - For Purchases Through 1) 4 C. Offices 
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efficiency and utility have been established. Detailed records will be maintained 
at tlie stage level, with entries made by various staff members, The principal 
responsibility of the central administration will be for consolidating and centralizing 
records. 



system. Terchers will be expected to account for all their fiscal transactions, and 
to make purchases using discretionary fluids. In addition, studeuts will be allowed 
to execute and keep track of some financial activities, such as the purchasing of 
and accounting for supply items. Initial recording and control of all transactions 
will be kept at the level of their execution. 



displays of information available on a periodic and demand basis for control and 
monitoring purposes. The format will be useful for program accounting within 
Fort Lincoln and will also be compatible with D. C. School requirements. 

3.10.5 Responsibilities 

The overall administration of the accounting system for the Fort 
Lincoln School is the responsibility of the Administrative Coordinator. The daily 
operations will be managed by the Office Manager, who will delegate responsibility 
for maintaining records to one of the clerks in the central office. Stage level 
accounting will lie done by a paraorofessional designated by the stage representative. 
The principal responsibility of this paraprofessional will bo to supervise the 
accounting entries made by studeits and staff, and to collate all data relating to 
stage level accounting. The stage representative .will be responsible for submitting 
required periodic and special reports to the Office Manager. A broad description of 



The design of procedures will require inputs from all levels in the 



Maintenance of an accounting system as described will result in 
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responsibilities is displayed in Figure 3-37. 

There arc two principal sources of entry into the account books; 
annual transactions regarding personnel and materials, which will be Hie immediate 
responsibility of the Office Manager; and the daily transaction, which will be the 
responsibility of paraprofcssionals and the stage representative. 

3. 10. G Document Coding 

All financial transactions must be recorded in such a way as to be 
useful to the accounting system. Proper coding must be shown on all requisitions, 
travel requests, direct payment invoice, or any other documents requiring funds. 

The current coding system for the D. C. Schools, derived from the 
D. C. Charter of Accounts, provides a rather complex system of numerical coding 
for transactions. Beginning in FY 1 70 , the system will provide information related 
to specific programs. 

Complexity of coding does not automatically provide for information 
useful to program analysis nor does it preclude useful program accounting. However, 
the complexity cannot be removed if the system proposed for the Fort Lincoln 
Schools is to be compatible with the requirements of the D. C. Schools and Govern- 
ment. The components of the system proposed for the D. C. Schools, for FY *70, 
and which will be used in the ”ort Lincoln Schools, are as follows; 

3 4 5 6 7 8 9 1C 11 12 13 14 15 1G 17 18 

0 0 0000 000 000 0 0 0 0 
Fiscal Funds Allotment Activity Object Sub-Object 

Year 

» The first two digits refer to the agency processing the 
document, and 10 ^ is used for the public schools. 
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PERSON/FUNCTION FLOW CHART 



Complements flow charts displayed in discussion of Procurement Process. 



Overall Responsibility : Administrative Coordinator 




C - 

O — Schools 



Staff and Students 




Figure 3-37 
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a For fiscal year coding, the last two digits of the 
normal year designation are used. 

• Digits 5^ - £ are used to designate the source of funding, 
and 9^11 will be used for all Fort Lincoln School purposes 
to ind'eate that the funds are administered through the 

D. C. Schools. In this way, Fort Lincoln School costs 
can be separated from the costs of the rest of the D. C. 
system, while using the same basic accounting codes as 
that system. 

• Digits 9 - n_, the allotment code, indicate the primary 
control established or the program code, and the source 
of funding. For example, the following digits in the 

9 - Imposition would have the following meanings. 

8 01 Administrative Services, District Funds 




Adm. Scr. Dist, Appropriation 

5 01 Boy*s Junior-Senior High School 

r ~\ 

Spec, Ed. Dist. Appropriation 

8 11 Buildings and Grounds, Dept. Office Impact Aid 

Adm, Scr. Impact Aid 

The allotment code is presented in detail at the end of this 
section, 

« 

• Digits 12 - 14 arc used to designate the program category 
to which the transaction chouk! be charged. Fur example, 
the following arc o me actual examples: 
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03E 



P r e - k [ nd c r ga r t on 



13B Project Read-Secondary 

IGA Capitol Page School 

It is apparent that the immediate difference in codes 
for elementary and secondary schools is the first digit. 

In this case 0 is always used as the first digit in the 
program category code to designate elementary schools, 
while I_ is always used as the first digit to designate 
secondary schools. 

The program category codes are listed in detail at the conclusion of this section, 

3. 10. 7 Procedures 

3. 10. 7,1 Ledger Production 

The first procedure in establishing appropriate records is to set 
up the account ledgers according to program. Several steps are required. 

• Opening entries must be made to identify source of 
funds and program allocations (Form A-l, Figure 
3-38). The information is transferred from the 
coded allotments received from the D, C, ccntial 
office, (See Midterm Report, Volume III, Funding 
Plan, p, G"6.) 

• Development of a separate folder for each program, 
containing the following: 

Program ‘ scription taken from control allotments to 
show nil appropriation*: (Form A-2 P Figure 3-39), 
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Form A- 1 



Date 



7/1/70 



O 

ERIC 



FORT LINCOLN NEW TOWN 
Opening Entries 

F.Y. 1971 



Account Description Amoun t 



Direct Funding - D.C. Schools (assume) 




$1,025,180 




• General Administration 






$127,490 


• Instruction 








• Stage I 






$163,850 


• Stage II 






$199,260 


• Stage III & IV 






$239,820 


t Staff Development 






$ 32,490 


• Community 






$262,270 






$1,025,180 


$1,025,180 


Figure .'1-38 
3-1 M 
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FORT LINCOLN NEW TOWN 
Program Description 
F.Y. 19 
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to be broken down into further object, sub-object 



Encumbrance journal containing entries taken from 
the requisition, purchase order, and personnel back- 
up sheets; entries are made within each program in 
chronological order by vendor (Form A-3, Figure 3-40). 
Account ledger sheets within each program to show 
allotments by activity and main object (Form \-4, 

Figure 3-41), 

Figures 3-42 to 3-46 arc sample forms and procedures in which it is assumed that 
the following transactions were developed by the Fort Lincoln School office for the 
General Administration of the facility, 

P.O, #3924, dated 10/04/70; Order placed with I, J, Hammett for: 

1 Desk Calculator for Administration @$770,00 
12 Cartons Duplicating Paper for Admin. @$ 30.00 
1 Duplicating Machine for Administration @$430,00 
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FORT LINCOLN NEW TOWN 
Encumbrance Journal 
F.Y. 1971 
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Figure 3-40 
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Figure 3-41 



FORT LINCOLN NEW TOWN 
Fixed Costs 
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3.10.7.2 Ledger Production for Personnel 



Actions on recommendations regarding personnel result in Board 
Orders forwarded to Fort Lincoln School staff from the D. C. Board of Education. 
The Board Order is a standard form (see Figure 3-14)wliich presents the following 
information: 



• Name of Appointee 

• Classification (GAS or TSA) 

• Specific Assignment (Program) 

• Grade Level 

• Location 

• Salary 

• Social Security Number 

• Account Code (added for Fort Lincoln Schools) 

If new assignments are made during the year, or if existing assign- 
ments are modified, notations are made on a file card provided for each Board 
Order. In this way information on total staff is updated continually. The individual 
file cards are maintained within Fort Lincoln School records according to particular 
programs. These cards provide all the information necessary to account for these 
personnel. The one shortcoming of the current D. C. System is that the data from 
the file cards are not organized to feed into an accounting system. 



The only requirement for the production of periodic reports is to 
enter the data from individual cards onto personnel back-up snecls for each program. 
Preparing a single sheet for each objccl-sub-objecl classification by individual 
program will provide the Inputs to Ixx entered into (he account ledgers. This 
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consolidated information could also be used for the production of other types of 
reports. A sample of the personnel ledger is shown (Form S-l, Figure 3—13), 

A personnel back-up sheet is also presented (Form S-2, Figure 3-41). 

The bulk of entries will be made before the start of the school year. 
Each position will be listed separately, and the ledger will be updated as Board 
Orders are required. The menthly entries to the program activity object sheets 
(PR-3, Figure 3-45) will be the sum total of the columns on the individual personnel 
ledgers. All entries will be for yearly contracted salaries (or fractions negotiated). 
For the purpose of balancing all program totals, an account will 
also be kept for personnel benefits. However, the entries will be made on a yearly 
basis, since for the purpose of reporting, these figures will remain constant. This 
form will serve as the accoutv: ledger for personnel benefits, and is shown along 
with the other account ledger sample (Form A-4, Figure 3-42), 

3, 10. S System Outputs 

3.10.8.1 Periodic Reports 

Samples cf some periodic reports are presented. Although a 
sample of a consolidated report at the building level has not been shown, building 
reports can be produced by summing all activity and object transactions for each 
building across all programs, provided the appropriate building codes arc entered 
into (lie account ledgers. The actual procedure does not differ from the steps 
required to produce individur 1 program reports by activity and object. 

3.10.8.2 Procedures 

The reports are pioduced in reverse order from the sequence in 
which the forms are presented in this report. The individual summary reports fo>' 
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Figure 3-43 



FORT LINCOLN NEW TOWN 
Personnel "Back-UP ’ Sheets 
F. T. 1971 
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Figure 3-45 

FORT LINCOLN NEW TOWN 
Monthly Program Report 
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TOTALS ! i 127.490 



each program are first compiled for each program by object codes (Figure 3-4f>). 

The necessary consolidations then can be developed easily, 

The data for the production of the reports come from the account 
ledger for each program. 

Allotments, encumbrances, and expenditures are recorded in the 
account ledgers for a single activity and a single main object within each program 
(see Figure 3-41), The totals of each of these entries will be transferred to an 
individual Program Report Summary (Figure 3-45) on a monthly basis. 

This form will be updated and distributed each month, showing 
year-to-date totals taken from the account ledgers. After the first month's activities 
are recorded, the transactions for each month thereafter will be added to the year- 
to-date totals. 

The production of the report for total Fort Lincoln School control 
can be developed by consolidating the reports described previously. After all of 
the individual program reports are prepared, a consolidated report is then prepared 
for all programs by summing the like object, sub-objcct figures. 

The production of (he summary report for all programs (see Form 
PR-1, Figure 3-46) is achieved by adding all the totals on the bottom row for each 
program as presented in Figure 3**45, The summary report will be prepared each 
month showing the year-to-date totals. 

The monthly reports, excluding the Individual account ledgers, 
should be duplicated for distribution to all Fort Lincoln administrators and stage 
representatives, the accounting office of the J), C. Sc-hools, and the budget office 
of the 1LC. Schools. 
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FORT LINCOLN NEW TOWN 
Monthly Report 
All FLNT Programs 
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3.10.9 Implementation 

Before the accounting system described here can be realized in the 
Fort Lincoln School operations, several steps must be completed: 



o All forms and procedures must be reviewed ancl refined 
by the Special Projects Division in conjunction with D. C. 
Schools’ personnel anil General Learning Corporation, 
o Forms and procedures must receive a final review and 
refinement in Phase I of the training program. (This 
might be updated by review by the Office Manager and 
Administrative Coordinator prior to the beginning of the 
training program. ) 

• Forms must be reproduced by the opening of 
school. 

3. 10. 10 Additional Information 

Additional information and forms required by the J). C. Schools arc 
presented to provide broader knowledge of total D. C. School System operations. 
These are: 



• Administrative Control of Appropriations and Allotments — 
Budget Memo <39-7. 

• Procedures on control of school funds (3109 series of D. C. 
Schools Department of Business Administration Procedures 
Manual). 

• Report of School Funds -- Form 79a t Figure 3- 17. 

• Report of Schuol Funds — Form 492, Figure tt-fH. 
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M'MlNlSTKATm: CDKTKOL OF 

appropriations Arm au-otcim's 



Budget Memo 69-7 

This directive prescribes the policies and procedures for the administrative 
control of Appropriated Funds, Donations, Federal Grants and Dcpar tmental 
allotments. Its purpose is to (1) identify authority, (2) define terms used, 
(3) enforce discipline in financial management , (A) fix responsibility, and 
(3) describe procedure. 

(1) A uthority 

The authority far these regulations is Section 3679 of the Revised 
Statutes, as amended by Section 1211 of the General Appropriations 
Act of 1931 (31 USC 663). 

(2) Definition of terns 

For purposes of this directive the following definitions will apply: 

a. Appropr iat ion . Funds avithorizod by the Congress and made available 
for obligations and expenditures. The term appropriation also 
means obligational authority. This is the authority to create 
obligations by contract in advance of appropriations. Appropria- 
tions arc made to the District Government and a designated portion 
of the Appropriation allocated to the Public Schools. 

b. Al loca t ion . Funds authorized by the D.C. Government and made 
available for obligations and expenditure by the Public Schools. 

c. Al 1 otr.ent . The amount of funds made available to each department, 
from all sources, for its use in operating approved programs. 
Departmental obligations and expenditures can be made from depart- 
mental allotments. 

d. O blig a tions and expend i turos . The financial liability incurred 
when a comMi tnent is made tc purchase goods or services or to 
acquire assets. Obligations are incurrc 1 whether or not in- 
voices arc received or payments have been ^adc. 

( 3 ) hot i f i c a t i o n 

Departmental allotments will be communicated to each department in 
writing at the beginning of the fiscal year or when funds arc 
appropriated. Preliminary allotment, based op the request in the 
Mayor's budget will be forwarded to the departments, for purposes 
of planning, prior Lo the beginning of the fiscal year. 
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d^T’ 1 -* r ci -i t re I i sur h nep er t i o ^i:vnt__s » and u> «> 
■'inius tin.reer ns wi 3 1 pive nim sufficient not I 
< M 1 no r L i e . • men t nay bo c> : c c- cded „ 

( h ) S [h c_i_n 1 ( V rj iiits 

Tne Je par l i vn t a 1 allotment will i’o npprrl j oned 
allotments as follows: 

1) Personnel compensation 

2) Personnel Bono fits 

3) Travel and t vans perl at ion of persons? 

a) Eoca I Travel 000,000 

■0 Subject Lo limitation 000,000 

c) Hot subject to limita- 
tion 000,000 

'») Tent. CtMami > i cal i on , nr.d Tlililiis 

r j) rriulin,; and hcproduc i ion 

fj) '‘tiler services 

/) Supplies and Materials 

•M) h-ju i pine e L 

a) Ti;:L-kk)I:s 000,000 

h) Other 000,000 



To l a ] a 3 lolrvnt 
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I'H.I li(‘ MihHfU.d t o. ,Md a nproved hv l In Kiidpet |1 
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000,000 

000.000 
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The memorandum rust show balances in the* account to be decreased below 



and after the 


transfer, i.o.: 








Account Ko , 


Bal ance 
(date) 


1 ncreaso 


Be crease 


N Tobnl 
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26 Supplies 
S3 Office 


Supplies 15.00 


100.00 




115.00 


2^4 Printing 

11 Pr in tir.;r; forms 123.00 




100.00 


25.00 


Account balances must be verified by 
quests are submitted to Budget. 


the Account in 


g Department 


lie fora re 


(6) Allotment' 


hist ribut ion 








Alio trip n t s 


will be distributed to 


each department by quarters, i.e.: 


Ob 'cc l Title 


Total 1 s t Q t 


r . 2nd Qt r . 


3rd Qtr~. 


5 tli Qt r 


XXXaaXX/XNvx 


00,000 0,000 


0,000 


0,000 


0,000 



(7) Per sonuo 1 Sdie diij c . In addit ion to the al loLncnt a personnel summary 
will be furnished each department head showing the following informa- 
tion: 



Temporary employment - Full-time positions established for a limited 

period of toss than a year (or a position 
determined to be permanent but filled for 
less than a year, each year, due to the 
seasonal nature of the work.) 

l*avt -time employment - Employment in positions which require work on 

a prearranged schedule of hours loss than B per 
day or work less than the proscribed 5 day work 
week for Cult •time employees in tho same group 
or class, 

I n L c rmi l L i*u I Emp f oymenl 

fl'AE) - Employment ni c onsul l ml s and oilier'; in [Mir.it ion*; 

which require' work on an irregular or occasional 
basis, with hours or day.; of work pot based on a 
pre-arranged schedule-, and with compensation only 
for the lin e actual «y employed or for service*-, 
rendered. 

Permanent Ibsp lo;;i on l - Positions established without L hue limit or for 

a limited pcri.nl of a year or mure, or which 
have been occupied for a year or mure, regard- 
less of the intent when established. 
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(B) Vi o l at i or ; 

The Budget Departmc-n L shall prepare for the Super i iUemlent a report 
of v i o lot i oils of requirements set. forth i pi Ibis d j rev L i ve . 

The report shall he restricted to a statement of all the pertinent 
rods, including, but net limited to the following: 

a * The fund accounts involved* 

b. The amount of authorization to over obligate, over obligation, 
and/or over expenditure. 

c. Unapproved transfers between mandatory sub -allotments. 

d. Name and position of person responsible. 

e. Brief description of the causes of and circumstances surrounding 
the violation v/.ih an indication whether the violation was willful, 
due to careless disregard of instructions, due to emergency circum- 
stances, or due to error. 

f. A statement regarding the adequacy of the system of administrative 
control prescribed pursuant to this directive. If changes in the 
regulations arc needed, in the opinion of the official signing the 
report, proposals thereof shall be submitted, 

g. Two copies of the report shall be forwarded to the Superintendent's 
office, and a copy shall bo furnished the department head(s) involved. 

( 9 ) he progra m ! ng_ and R edirecting 

Allotments shall be reviewed at least four times each year by the Budget 
Department and concerned Department bunds and such rcappor t iontnon ts made, 
modified, or released as may be necessary to further the effective use 
of the appropriation concerned, in accordance with the purposes stated 
in the allotment. Budget Memorandum 69-6 sets forth the conditions and 
procedures for Reprogramming and Redirecting of funds. 

( 1 0) Reserves 

A reserve sliall be established at each associate superintendent level, 
and the Superintendent's level to afford flexibilities. 

(Ill Rf furtive Date 

Tli i s directive shall become effective on date of issuance. 



Board Meeting 
June IS, 1969 
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4.60 School Yu ri ffs - For purposes of these regulations, school funds are 
tkosc~vai table ti specific school <; or other parts of the system but which 
were not received through allocation from within the system. Most such funds 
are those generated by school activities or athletic programs. Such resources 
may also be referred to as l.ral funds. 

4.61 Gener a l Contr ols - Standard acceptable bookkeeping procedures are to 
be followed in recording and accounting for all funds. Specifically; 

O) All funds received by any school activity or organization are 
to be deposited in the school or commercial hank to the credit 
of the respective activity or organization. All deposits* 
should show the oource of the funds received. The number 
of titles of school accounts shall be determined by the 
principal or a conxnittce appointed by the principal for 
this purpose. 

(2) All disbursement o out of activity or organization funds 
shall be made by means of a withdraw 1 voucher aigned by 
the authorized person and supported by proper bills, in- 
voices, receipts, or other appropriate authorization. 

These supporting papers should be retained for the inspec- 
tion of auditors or other authorized persons. However, no 
bills ^hall be paid nor expenditures made from undeposited 
funds . 

(3) A cash book is to be maintained containing the records for 
each activity or organization Concerned showing each trans- 
action with a brief explanation of the nature of the trans- 
action, including the source of funds received or disbursed, 
expanse or equipment itens paid for, or transfers of funds 
in or out . 

4.62 Spe cia l Controls for Athletic Pro g i;am F unds All tickets used in 
the athletic program are to be secured and accounted for through the office 
of the supervising director of athletics. This includes all athletic con- 
tests, both league and non-league. 

(1) Tickets must be obtained from the office of the supervising 
director of athletics by a responsible person from each of 
the senior high schools and vocational high schools. Ibis 
person will be required to sign a receipt for all tickets 
received. A copy of this receipt will be retained by the 
school as well as the supervising director of athletics. 

(2) At the end of each sport season, an accountability of tickets, 
sold and unsold, is to be recorder on this receipt and re- 
turned with ftU unsold tickets to the office of the supervising 
director of Athletics. This receipt will be signed by the per- 
son receiving the report and tickets and returned to the school 
for its record. Schools are responsible, moneyvisc, for all 
tickets which are not return'd to the office of the sup ft wising 
director of athletics. 
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(3) Each principal shall appoint a responsible person within the 
school to handle tickets, to bo responsible for theta and ttnke 
the ticket reports. There must be one central station in each 
school at which the students way purchase tickets. All tickets 

must be sold in order of sequence. Unsold tickets returned 
to the supervising director of athletics in order of sequence 
can be reissued to the schools. 

(4) To insure proper accounting of both income and tickets, the 
following procedures must be followed: 

(a) Tickets must he used for all athletic events whenever 
admission is charged. Money shall not be received at 
gate without using tickets. 

(b) Tickets are not trans ferrable to be passed on to other 
schools to lv» sold. Schools concerned should furnish 
their own tickets. 

(c) Permission for gratis admission for athletes must be 
obtained, well in advance of game time, from the super- 
vising director of athletics, the coach concerned must 
accompany the athletes to identify them at the gate, 
and each athlete must show an identification card 
(credential card) to the ticket taker. 

4.63 Uses of School Fu nd?; - There are many acceptable uses of funds. Amon 
them are : 



(1) Supplementary supplies and materials for the improvement 

of instruction: reading acce lera tors , radio*' tape re- 

corders, public address system, intercommunion tion system, 
playground equipment, musical instruments. 

(2) School activities not self-sustaining: school publications, 

dramatics, exhibits, orchestra and bands, banquets, dances, 
teas, etc, 

(3) Student aid: food, clothing for Indigent pupils. 

(4) Athletics: uni forms and equipment for students in elemen- 

tary and junior high schools, participation in athletic 
events , Insurance. 



(5) Recreation: ping-pong equipment, games - checkers, sup- 

plies, such : s tennis balls, volley balls, etc. 

(6) Improvement and beau tif lea ti on of school grounds and build- 
ings: shrubbery, grnsD and gardens, first-aid room3 . 



(7) Cadet activities: participation In military ccrr-oniea and 

events, presentation of cadet co'T'ilsal onn , annual competi- 
tive drill. 
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(8) Charitable and philanthropic activities: Jr. Red Cross, one 

fund drive (teachers only). 

(9) Transportation: educational trips, athletic teams, cadets. 

4 . 6 4 Re porting of Sc ho ol _ Fun d u - Although school Funds are not controlled 

by the central administrative offices of the system, certain reporting re- 
quirements trust be met. 

(1) Basi s of R eport - The cash book, containing the records 
of school funds, must be summarized semi-annually, and 
the report of school funds, other than appropt ia t ions 
must be prepared. 

An internal auditing committee of at least three per- 
sons, appointed by the principal, shall audit the records 
semi-annually* Upon completion of the audit, the auditing 
committee will sign the report of school funds, other than 
appropriations (Form 79A) , and submit it to the principal 
along with Form 492. Form 492 provides special columns 
for essential information - beginning balance, receipts, 
transfers, payments for expenses and equipment, and ending 
balance - of the various accounts to substantiate the amounts 
listed on Form 79A. 



(2) Procedur e?; for Report Preparatio n - The report of school 

funds, other than appropriations (Forms- 79A and 492), shall 
be made to the Accounting Section on or before the end of 
each semester. This report shall include the following items: 

(a) Beg inn in g Ba lance - This represents the balance brought 
forward from the report trade from the previous semester. 

(b) Recei pts - This includes all monies received from sources 
other than transfers, loans, and advances from other school 
funds . 

(c) Total Receip ts to be Accounted for - The sura of items n 
and b . 

(d) Di sbur ser.en ts - This Includes all payments for current 
operation of the activity represented by the fund, ex- 
clusive of payments for equipment. Separately within 
disbursements , all payments for items of material or 
equipraent, the life of which is one year or longer, rraist 
be reported. 

(e) To ta 1 Di sbur sclents - The sum of operating and equipment 
disbursements . 




(O Bala nee - 'ibis figure represents the beginning balance 

plus receipts minus disbursements for expenses and equip- 
ment. This is the balance shown on. the financial report 
at the close of the previous semester. This figure be- 
cew.cs Lho beginning balance of the report for the next 
semester . 
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(3) Special F -porting Cor Athletic Events - Tlie income from the 
sale of tickets as shown on the financial reports (athletic 
semeater reports to the suparvvjing director of athletics) 
imsc agree with the income represented by the Rale of tickets 
as reported on the ticket record reports. At y discrepancies 
in the two reports must be explained in writing to the super" 
vising director of athletics. 

Each senior high and each vocational high school will also 
prepare and transmit to the supervising director of athletics 
a "Report on Receipts and Expenditures for Intersckolas tic 
Athletics" each semester. Hie balance of this report for the 
second s emester should reconcile with the ending balance of 
the athletic fund on Form 492. Procedures for the preparation 
of this report should be in accordance with instructions issued 
by the supervising director of athletics, 

(4) Withi n Sc hool Reporti ng - The reporting requi rcmsnts above are 
intended to meet the needs of the central administrative offices. 

In general, more detailed reporting should be provided for with- 
in-school purposes. 

4.70 Non-Ecsid c nt Tuition - The Accounting Section shares the responsi- 
bility for the enforcement of Public Lav 86-725 (District of Columbia Non- 
Resident Tuition Act) with schools, departments and offices of the school 
system. The Accounting Section's priiftary responsibilities are (1) compu- 
tation of annual tuition rates, (2) billing outside agencies for tuition 
owed, (3) reconciliation between the D* C. Treasurer and the school system 
of funds collected, (4) reporting to school end D. C. officials the accounts 
receivable, and (b) refunding tuition paid in cases where the final appeal 
official has ruled that tuition is not due. 

4.7 1 C o mputatio n of Annual Tuition Rates - The Accounting Section is re- 
sponsible for computing the annual tuition cost for all levels of schools, 
courses, and classes. These rates for the ensuing yeai- are based upon the 
actual cost Incurred during the current operating school year for those 

cos 1 3 which are directly relate! to instructional services. Rates competed 
by Lhe Accounting Section ^re 'jroughly audited by the D. C. Internal Audit 
Office to insure compliance wit*, established procedures and accuracy of com- 
putations. After the rates have been au^. • 2 d, they are officially approved 
by the Board of Education and the D. C. City Council. The Accounting Section 
is also responsible for the computation of a "Tabic of Tuition" for days of 
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Due ia June 



1 '*■>; 



pujjlic schools or nm district or columkia 

REPORT or SCHOOL FUNDS,' OTHER THAN A PVR ROTATIONS 



School For School Year 



Account Depository . 

1. .Ihihmoc, June 1, li)fl , & 

2, Receipts 



3. Total receipts to ho accounted for & 



4. Disbursements: 








(a) Expenses 


$ 






(b) Equipment 








5. Total Disbursements 








6. Rubmci*. M:tv 3K lP(i . . 




ft 




■■■ *T' 



I hort hv certify that the foregoing statement of the receipts, disbursements, and lrdanccs 
of the above entitled account Is correct and that said fund is deposited in the depository named 
above. 



We hereby certify that we have audited the accounts of the foregoing fund and find [)\o 

same to be correct and as stated, and the balance as shown on hand If av 31, 1PG f to lie on 

deposit with the depository. 



A ppvovcd: 



Sijr.jfu?.* cl c“; l -il in cV.i je c! 






Au'Jil C.:r..:rJ!to 



Date 



VM\ , .. . 




Figure 3-1? 
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Account . Balance j! Receipts : In [l Out Expenses'! Equipment. Eat, an; 



Allotment Code 



Allotment Codes FY 9010 gnd 9011s 



Fi rst 

Position Program Category 



0 — Elementary Education 

1 — Secondary Education 

2 — Vocational Education 

3 — Summer School and Continui ng Education 

4 — Model Schools 

5— - Special Education 

6— - Instructional Sendees 

7 — Educational Support Services 

8 — Administrative Services 

9 — General Administration 



Second & Third 

Positions Source of Fund 



-01 District Appropriation 

-02 District Appropriation, Matched Funds 



-11 Impact Aid 

*•12 Impact Aid, Matched Funds 



-21 ESEA, Title I 



-22 

-23 

- 2 * 

-25 

-2G 

-31 

-32 

-33 

-34 



ESEA, 

ESEA, 

ESEA, 

ESEA, 

ESEA, 

ESEA, 

ESEA, 

ESEA, 

ESEA, 



Title II 
Title III 
Title IV 
Title V 
Title VI 

P. L. 89-750, Neglected & Delinquent Children (T. 1) 

P. L. 89-750, Adult Basic Education (T. 3) 

P. L. 89-313, Aid to Children in Schools for Handicapped (Tl) 
P. L. 89-750, Adult Demonstration Center (T.3) 



-41 Ili; her Education Act, Expansion of Teaching of the Mentally Retarded l\ L. S5-92G 

-42 Higher Education Act, National Teacher Corps 

-43 Higher Education Act, E, D. P. A. 



-GJ 

-02 

-0 

O'' 

ERIC 



C vil Defense 
Civil Rights Act 

National Foundation of Arts and Humanities 
Manpower Development 

OKO, He ad Start 



3 - 13 * 
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Accounting Codes by Program Catego ry and Progra m - 



A, Elementar y Ed ucation, Pro gram Cate gory 0 — 



Activity No. 



Office or P re gr am 



01 - 



Departments , Office 



01A 



Departmental Office 



02 - 



Schools 



02S 



Schools 



03- 



Qthor Programs 



03C 
03D 
03E 
03F 
03G 
03J 
03 K 



Class iv n Assistance Program 
Project Usad 

Prekiudorgarton Program 
Teacher Corps 
Language Arts Program 
Tri-School 
Radio -TV Project 
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B. Seconda r y Ed u cati on , Progra m Cal eg o v r 



Activity No . 

11 - 

11A 



32- 



12S 



Of fie o nr Programs 
Departmental Office 

Departmental Office 
Schools 
Schools 



13- 



Other Programs 



13A 

13B 

13C 

13D 

13E 

13F 

13G 

13H 

13K 



Teacher Corps 
Project Read 

Teacher Aide and Assistance Program 

Reading Incentive Seminar 

Mathematics Laboratory 

Cultural Enrichment 

STAY School 

Humanities and Arts 

Strengthening Instructional Services 



14- 



Driver Education Program 



14A 



Driver Education Program 



15- 



Exlc ndcci Day Program 



15A 



Extended Day Program 



O 

ERLC 
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C . Vocationa l Educ ation, Progr am Categor y 



Activity Number 



Office or Program 



21 - 



21A 



22 - 



22S 



Departmental Offic e 
Departmental Office 

Schools 

Schools 



23- 



Manpower Development 



23 A State Supervision 

23 B Other Projects 

23C Work Incentive Program 



24- 



Vocat ional Kducat ion Programs 



24A 
24 B 
24 C 
24 D 
24 E 
24 F 
24G 
24H 
24 J 
24 K 
24 L 
24 M 
24 N 



Secondary 
Post Secondary 
Adult 

Handicapped (Socially) 

Handicapped (Physically) 

Construction 

Guidance 

Contractual Training 

Research and Training 

Exemplary Program 

Consumer and llomcmaking Education 

Cooperative Vocational Program 

Ancillary Service 
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D, Sim m i cr Sch ool a n d C on timiii ig Kclucjj i ion. Pro gram C ategory 



Activity No . 

31- 

31A 



Of fi c c or Prog ram 
Departmental Office 
Departmental Office 



33- 



Eveniing Programs 



33A 



Evening School Pro '.'ram 



34- 



Other Programs 



34A 
34 B 
34 D 
34E 
34F 



Adult Demonstration Center 
Civil Defense Program 
Adult Basic Education Program 
Americanization School 
Community Schools Project 



3G- 



Summer Programs 



3GS 



Summer Schools, Regular 



3G0 

3G1 

3G3 

3G5 

3GG 

3GB 

3G9 

37 ~ 370 

371 

372 

374 

375 
37G 

377 

378 

379 

38- 380 

381 
3S2 
38 3 
381 
385 




Head Start 

Basic Community School Program 
STAY 

Urban Journalism 
Urban Studies 

Summer Scholarship, Trinity College 
Summer Scholarship, Potomac School 
(Matching funds) 

Summer Scholarship, Uncommitted 

Smithsonian Summer Art Workshop 

Home Economies Workshop 

New School Orientation 

Workshop Careers in the Arts 

Pr imary Summer School 

Summer Camp-Out 

Model School Division 

Pupil Personnel Services 

Vocational Orientation for 7,8,9,30 

Widening Horizons (Urban Service Corps) 

Smithsonian Summer Program 

D. C. Youth Chorale Music Program 

Heading Improvement - 13,7 

Youth Serving Youth (pupil persimnrl) 



3-142 
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Activity No, 



3SG 

387 

388 

389 

39- 390 

391 

392 

393 

394 

395 

396 

397 

398 

399 
39A 



Office or Pr ogra m 
Smmiier ) Program s 

D. C. Youth Symphony Orchestra 
Evaluation 

Armstrong Adult Education 
Americanization 
Language Arts 
Driver Education 

Occupational Training Children for the 
Handicapped 

Goddard Space Center 2 Belts villc Labs. 

Administration of Fioldtrips 

Work Scholarship 

Neighborhood Youth Corps 

Child and Youth Study 

Youth Opportunity 

FLNT 

Interneighborhood Creative Activities 
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3- M3 



Activity No. 




Office or Program 


45- 




Community Schools 




45S 


Community 




45S1* 


Adams 




45S2* 


Morgan 




45S3* 


Fort Lincoln 


46- 




Anacostia Schools 




4GS 


Schools 




4GB 


Anacostia - Extended Day 



*It is recommended that a more detailed accounting 1 system be provided in order to distinguish 
among financial transactions of the different community schools. The suggestions abo^e only 
serve as examples. 
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F . Speci al Ed ucati on, Pro p-ram Categor y 



Activity No. 



Office or P rogra m 



51- 



51A 



Departmental Office 
Departmental Office 



52- 



52A 

52B 

52C 



53- 



53A 



54- 



School s 

Sharpe Health School 

Boy's Junior - Senior High School 

Webster Girls 1 School 

Tuition Programs 

Tuition Programs 

Other Programs 



54B 
54C 
54D 
54 E 
54 F 
54G 
5411 
54J 



Education of Neglected and Delinquent Children 
Program For Emotionally Disturbed 
Severely Mentally Retarded 
Rubella Children 
Twilight 

Handicapped Children, Military Road 
Handicapped Children, Lennox Annex 
Handicapped Children, Richardson Annex 
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G, Inst ruc tion nl Services, Prog ram Chd.fr myJV 



Activity No, 



Office or 



61- 



G1A 



Divis io nnl Office 
Divisional Office 



G2- 



62A 



Pup i l Pens on n cl 
Regular 



63 A 
63 B 
G3C 
G3D 
G3E 

63F 
63G 
G3H 
G3J 
G3K 
63 L 

G3M 
63 N 

G3P 
G30 
6311 
63 T 



Staff Developmen t 

Educational Resources Center 
Pilot Project for Trainers of Teachers 
Attracting and Qualifying Teachers 
Resource Center on Negro Heritage 
In-Service Education on Personal and 
Family Counseling 
WISE 

Institute for Educational Development 
S t a f f Develop m cut- E le m ent a ry 
Strengthening Instructional Services 
In-Service Training Program 
Model Elementary and Secondary Staff 
Development 

Developmental Center-Special E ducat 5 m 
Fellowships for Teachers of Teachers 
of Handicapped 
Other Staff Development 
Urban Teacher Corp 
Departmental Office 
Teachers of Afro-American Experience 



64 A 
64 B 
64C 
G4D 
64 E 
G4F 
GIG 
64H 
G4J 
6 IK 
64 L 
64 M 
64 N 
64 P 
G4Q 
64R 



Other In s tructiona l 5 e rvicc Departments 
C u rricu hi m Depa rl i n ent 
English Department 
History Department 
Mathematics Department 
Home Economics Department 
Business Education 
Reading Clinic 
Music Department 
Art Department 

Health, Physical Education and Safety 
Speech and Hearing Center 
Foreign Language Department 
Industrial Arts Department 
Science Department 
Military Science end Tactics 
Library Science 
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Activity No, 



Office or Program 



65- 



FLNT Instructional Services 



65A 


Curriculum Department 


65B 


English 


65C 


History 


65D 


Mathematics 


65E 


Home Economics 


65F 


Business Education 


65 H 


Music 


65J 


Art 


65K 


Health, Physical Education 


65L 


Speech and Hearing Center 


65M 


Foreign Language 


65 N 


Industrial Arts 


G5P 


Science 


65R 


Library Science 
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II, l ocational S upport Services, Program Category 



Activity No, 



Office or Prog ram 



71 - 



Divlsion of Planning, In nova t ion £ ft cs ear eh 



7 1A 
71B 
7 1C 
71D 
71E 
7 IF 
71G 



Divisional Office 

Department of Program Planning & Innovation 
Department of Research and Evaluation 
Department of Planning and Innovation 
Title III Administration 
Educational Paries 

George Washington University Evaluation 



72- 



Personnel Services 



72A Personnel Support 

72 B Employer- Employee Relations 

72C Substitute Calling Service 



73- 



Teachcr Retirement 



73A 



Teacher Retirement 



74- 



Other Programs 



74A 
74 B 
74C 
74D 
74F 



School Desegregation Program 

Urban Service Corps 

Educational Media Center (FLNT EMC) 

Work-Scholarship 

Neighborhood Youth Corp 
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I. Administra tive Ser vices , Progr am Ca t ogovy 



Activity No, 



Office or Program 



81- 



82- 



83- 



81A 



82A 



83S 

83B 



Divisional Of f ic 

Divisional Office, Administrative Services 

Buildings and Grou nds 

Departmental Office 

Building Ma i ntenance and Repairs 

Schools 

Others 



84S 
84 B 
84C 



Building O perations 
Schools 
Departments 
Others 



85- 

85A 

85B 

85C 

85D 

85E 

85F 

850 

8511 

85J 

85K 



Business Administration Department 
Departmental Office 
Supply Management 
Services, Administration 
Accounting 

Food Services, Administration 
Transportation of Students 
Distribution Facilities 
Equipment Maintenance and Repairs 
Lunch Program 
Breakfast and Mil-; Program 



86 - 



8GA 



A y ito matcd In f n r mation Service s 
Automated Information Services 



87- 



87 A 



Wareh ouse 

Warehouse Supply 
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J. Gen oral Ad mi] u s t rat i on, Pr o gr am Cate go r y 



Activity No. 


Office ov Program 


91- 


Board of Education 


91 A 


Board of Education 


92- 


Office of Superintendent 


92A 


Office of Superintendent 


93- 


Office of Vice Superintendent 


S3A 


Office of Vice Superintendent 


94- 


Special Projects 


94A 


Special Projects 


95- 


Budget and Legislation 


95A 


Budget and Legislation 


9G- 


Public Information Office 


96A 


Public Information Office 


97- 


Office of Executive Assistant 


97A 


Office of Executive Assistant 


98- 


Community Participation - FLNT 


98 A 


Community Participation 



o 
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(2/ Personnel benefits reflect those employees in which the school system 
participates. Most significant are retirement contributions (PICA), 
Teachers Retirement, Civil Service), and insurance. 

(3) Travel and Transportation of Persons {21 series), and Ti ansportntion 
of Things (22 series) are those codes designating contract travel costs, 
including local travel as well as druyage or moving costs. 

(4) Rent, Communications and Utilities form a group of codes (23 series), 
representing electric, rental, telephone, and related costs, including 
postage. 

(5) Printing and Reproduction coding includes all contract printing or repro- 
duction services. Forms, diplomas, letterhead, envelopes, and other 
such items are appropriately coded to this group. 

(G) Other Contractual Services (grouping 25), includes all special, profes- 
sional, or technical services obtained by the school system but not 
provided by employees of the system. Most significant are 25-54 special 
a 2 id miscellaneous services, 25-31 fees for professional services 
(consultants, etc.), and payments to various instituRons (23-55 and 25- 
5G), for special education services. 

(7) Supplies and Materials (2G series), comprise the majority of purchases 
made by the school system. Most important arc 2G-23 Educational Sup- 
plies and Materials, 2G-31 Heating Fuel, 2G-11 Custodial Supplies and 
Tools, and 2G-8S Office Supplies. 

(8) Equipment for capitalization and replacement proposes (series 31 and 32), 
include all purchases of items whose life expectancy exceeds one year. 

In addition, it includes 32-57 Textbooks and 32-08 Library Books. 



4.16 01 ; \ec. t Cod I n ; ; - The last four dibits of the appropriation symbol re- 

flect the major and minor objects of expend i ti ire coding required for every 
pay document, whether a payroll action, purchase of a commodity, or contract 
for services* The major object code groupings are: 11- personnel compensa- 

tion; 12- personnel benefits; 21- travel and transportation of persons; 22- 
transportation of things; 23- rent, communications and utilities; 24- print- 
ing and reproduction; 25- other contractual services; 26- supplies and mate- 
rials; 31- equipment to be enpi talinea; 32- equipment not to he capitalized; 
41- grants and fixed charges. These groupings are intended to reflect the 
general categories of things or items for which funds are authorised and in- 
tended to be used. A brief description of ea:h follows: 

(1) Personnel Compensation reflects all payments of salaries and 
wages. The coding within the major object grouping designates 
the type of compensation involved. The most significant codes 
in this group arc: 

(a) 11-11 Class i f i n d Po rnn n«n c , vh 1 ch is d c s i gr.a tod as the 
proper cede for all full-time General Schedule employees, 
regardless of rhoir program assignnprr. All other Gen- 
eral Schedule employees will he coded 11-21 as regular 
part-time, or 11-22 on temporary or intermittent assign- 
ment , 

(b) 11-14 Teachers Salary Act 12 Months Appointment, which 
includes all personnel in a work statu; for 12 months. 

Tt will also include all employees considered officers 
who have evening, 'summer or other less- than-ful 1 tine 

■ assignments as officers* 

• (c) 11-15 Tea c‘ nrs Salaiy Act 10 Months Appointment, in- 

cluding all TSA Class 15 employees as vcl? as any other 
TSA employee in a 10 month work status, *bis code will 
also include all evening and summer TSA employees not 
. considered officers, 

(d) 11 -16 Wage Board Rates, including all full-time em- 
ployees whose compensation is not established by pro- 
visions of the Teachers Salary Act or the General 
Schedules. 

(e) 11-61 TSA, Extra Duty Pay and VAE Teacher; .re in- 
cluded. In general, the VAE personnel will be reflected 
only when a program requires both full-time and part- 
time TSA personnel, 

(f) 11-62 Substitute Teachers, including those employees 
who assume the responsibilities of teachers in the 
absence of the teachers. 
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D. C. Schools 
Object Codes 
PY 1970 



10 PERSONAL SERVICES AND BENEFITS 

11 Personnel Compensation 
11 Classified, Permanent 

14 Teachers 1 Salary Act Employees 
16 Wage-Board 

21 Part-Time, Permanent (Classified) 

22 Temporary (Classified) 

41 Night Work Differential 

42 Holiday Pay 

43 Overtime (Including extra duly pay) 

45 Sunday Premium Pay 

50 Terminal Leave 

G1 Temporary, WAE Teachers 
62 Substitute Teachers 
94 Wage Board, Part-Time 

12 Personnel Benefits 

11 Insurance (Group Life) 

12 Health Benefits 

13 Civil Service Retirement Contribution 

14 D. C. Contribution to Teachers 1 Retirement and Annuity Fund 

15 Retirement Contribution FICA 
19 Notary Public 

20 CONTRACTUAL SERVICES 

21 Travel and Transportation (Persons) 

12 Automobile Allowances 

13 Travel Expense (Not Subject to Limitation) 

14 Travel Expense (Subject to Limitation) 

19 Travel, Miscellaneous 

22 Transportation of Things 

19 Transportation of Things, Miscellaneous 

23 Rent, Communications, and Utilities 

11 Rent of Land, Buildings, and Structures 
14 Rent of Office Machines 
19 Rent, Miscellaneous 
21 Postage 

29 Communication Services, Miscellaneous 
39 Utility Services, Miscellaneous 

24 Printing and Reproduction 

51 Printing and Reproduction, Miscellaneous 
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Other Services 
19 Insurance, Miscellaneous 

31 Fees, Professional Services (Consultants, Training Programs, etc.) 

32 Fees, Real Estate Appraisers 
39 Fees, Miscellaneous 

54 Special and Miscellaneous Services 

55 Education of Persons in Federal Institutions 

56 Education of Persons in Private Institutions 
69 Maintenance and Repair, Miscellaneous 

71 Dues (Subject to Limitation) 

72 Dues (Not Subject to Limitation) 

93 Maintenance and Repair of Motor Vehicles (SPBOA) 

94 Repair's and Alterations of District Property (SPBOA) 

99 Services Perfor ned by Other District Agencies 

26 Supplies and Materials 
02 Direct Purchases 
11 Custodial Supplies and Tools 

22 Subscriptions to Newspapers and Periodicals 

23 Educational Supplies and Materials 
31 Heating, Fuel 

39 Fuel, Miscellaneous 
41 Uniforms 

54 Mil!: and Milk Projects 
59 Provisions, Miscellaneous 
88 Office Supplies 

99 Miscellaneous Supplies and Materials 

31 Equipment (To Be Capitalized) 

23 Culinary Equipment and Containers 
29 Equipment, Miscellaneous 
71 Office and Classroom Equipment 

32 Equipment (Not to be Capitalized) 

57 Educational (Textbooks and Paperbacks) 

68 Library Books 

69 Equipment (Not to be Capitalized) 

71 Office and Classroom Equipment 
74 Cafeteria Furniture and Equipment 

41 Grants and Fixed Charges 

10 Aid to Children of United Slates Veterans 
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3. 11 



Budget 



3.11.1 Introduction 

Budgeting* is principally a planning process which requires the identi- 
fication and appropriation of the dollars needed in a specific time period to 
implement one phase of a long-range plan. IL is a process which specifics the funds 
required to provide the resources necessary to implement specific programs aimed 
toward particular objectives. 

Budgeting procedures for the Fort Lincoln Schools can be designed 
so that they are flexible and meet the information requirements and timing needs 
of the D. C. Schools, the General Services Administration of the D. C. Govern- 
ment, and the Congressional budget cycle. The design of internal timing cycles 
and of the forms and records to be used will be the responsibility of the Adminis- 
trative Coordinator, and should reflect planning conducted in Phase I of the train- 
ing program. 

3.11.2 Assumptions 

A basic assumption underlying the budget subsystem is that funds 
for the Fort Lincoln Schools will be authorized by the D. C School administration 
and the D. C. School Board. Plans call for operating the Fort Lincoln Schools at 
the same level of per capita funding as for operating the schools in the D. C. sys- 
tem, i.e. , $9G5 projected for 1970-71. The allocation of these funds to different 
programs within the Fort Lincoln Schools may vary, depending upon the goals and 
objectives established for the system. 

Budgeting procedures for the Fort Lincoln Schools have been designed 

to be independent of 1). C. Schools' procedures wherever possible. The procedures 

* 
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will allow Fori Lincoln personnel lo rely primarily on their own resources to run 



the schools, using only minimal assistance from the D. C, Schools. For 
example, wherever forms production would substantially increase the O. C. 
Schools 1 cost of printing, Fort Lincoln operations will assume the cost or reim- 
burse the D. C, central office. Or, the purchasing procedures for the Fort Lin- 
coln Schools could be structured in such a way as not to add significantly to the 
D. C. Schools 1 costs of administering Fort Lincoln purchasing operations. 

3. 11. 3 Budget Cycle 

The current operating procedures of the D. C. Schools require that 
building staff provide budget inputs approximately 14 months prior to the operat- 
ing year in which the fluids will be used. In addition, the staff must provide inputs 
to the Budget Office of the D. C. Schools in the spring of a given year for the 
fiscal year two years following the one in which they are currently working. The 
cycle may be depicted as follows: 

Spri n g 19 70 

School staff submits 
budget requests to 
D. C, Schools office. 



FY ’71 



Fall 1D7 0 

Requests reviewed 
in D. C. Schools 
office and submitted 
lo city government 
and Congress for 
action around Jan, 1, 



S pring 1971 

Budget acted upon 
by Congress. 



FY ’72 



Fall! 971 



Spring 1972 




Operational year for budget submitted 

in Spring mvo. 
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Since the FY ’72 budget will have been submitted before t!ie Fort Lincoln Schools 
begin lo operate, staff will not have the opportunity to provide budget inputs uni 
FY *73. Since these requests must be submitted initially in early Spring 1971, 
the ext oil to which modification to the first year’s budget is limited will bo based 
upon operating experience. Thus the staff must begin the budget development 
process immediately after school begins. 

3. 11. 4 General Elements of Program-Pi aiming- Budgeting System 
The discrete elements of PPB arc not new processes advo- 
cated in educational systems or large organizations. Instead, the argument for 
using PPB is that the process fosters examination of the entire set of oper- 
ations of an organization and results in a systematic approach lo planning and 
allocating resources. PPB then io a unifying force in the management 
process. 

Conventional budgeting permits the school administrator to ask 
how much was appropriated or spent for a particular resource, e.g. , M Ho\v many 
teachers were hired at TSJ3? Tf PPB encourages information to be organized in 
such a way that he may ask "What did it cost to improve the learning skill of pre- 
schoolers in FY 1973?" The answer to such a question requires in form alien about 
the total costs associated with a particular program effort. When all the implica- 
tions of such a question arc identified, it becomes evident that several discrete 
elements are critical to a worthwhile PPB process; 

o Identification of budget programs 

• Identification of goals and objectives 

o Identification of alternatives for reaching those goals 
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o Identification of program priorities 

© Identification of financial resources required for each alter- 
native 

• Evaluation of program efforts. 

The result of the foregoing is a clcarty developed set of plans for 
realizing systems objectives, giving the administrator and teacher a rational 
operating base and assisting the community to understand the policies of the 
school system. 

Bu dgetJPro grams 

The most serious problems in school budgeting today are the diffi- 
culties of relating program efforts to costs and the failure to use the budget process 
as a planning tool. One of the first steps in attempting to correct these ills is to 
identify program costs. 

Program costing should relate the financial resources required to 
the specific outcomes that the organization is trying to realize. Conventionally, 
the school budget simply displays the objects required to support the system’s 
operations within such broad functions as Instruction, Operations and Maintenance, 
and Administration. These broad categories bear very little relationship to pro- 
gram outcomes. The challenge is to develop a budget based on a progi am struc- 
ture for the Port Lincoln First Facility within which both procedures and formal 
can be refined ns the school operates. 

The Port Lincoln educational program is not the traditional one of 
reading, mathematics, physical education, etc. Instead, the individualized pro- 
gram is an organic whole within which efforts are directed toward developing tlm 
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learning skills, emotional well-being, mul physical health of children at cl if/e rent 
learning stages, Therefore, analysis of budget efforts in terms of conventional 
curriculum areas serves little useful purpose. It is not the purpose of the school to 
develop specific predictable capabilities in each of several subject areas. Knowing 
the costs associated with specific curriculum areas is not useful to decision making 
and planning, since ideally there will be a different program structure for each child. 
Since stage efforts are aimed at n total organic approach, it then becomes meaningful 
to look at program efforts in terms of total stage efforts. Indicators of redirection 
will come in analyzing the extent to which the needs of groups of children arc being 
served. In this way, planning and decision making can be related to the program- r 
maHc efforts of the school — the total stage effort. In addition, programmatic efforts 
will be made in the areas of staff development and community participation, Support 
Services will be the function of General Administration, 

For initial classification, it is useful to distribute Fort Lincoln 
School costs so that a particular sum will appear for each entry as part of the 
costs of the total system: 



Program 


Costs 


General A dminislralion 


$ 127,190 


Staff Development 


32,490 


C c m m uni ty Pa rt ! c i pa ti on 


202,270 


Instruction 




Stage I 


103,850 


Stage II 


199,200 


Stage III 


239, 820 


Total 


$1,025, 170 



These kinds of cos Is have not appeared in 1), C. School bud-els lip 
to this time. However, the new account code structure of the )>, 0. Schools does 
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permit the identification of cost centers very much like those proposed here. For 



example, there arc now identifiable codes for Elementary Education, Secondary 
Education, and Instructional Services (Math, Science, Music, clc.). Therefore, 
the Fort Lincoln system will be completely compatible with current operations of 
the D. C. Schools. A discussion of the items indicated in each of these categories 
appears in Volume ft I of the Midterm Report, pp 6-9 and 6-10. 

Naturally within each program will be standard line- item account 
coding, permitting ready consolidation across programs. 

Budget estimates for the first year of operation of the Fort Lincoln 
First Facility arc displayed in Figure 3-19. This table displays conven- 
tional line items against budget programs. As operations am refined, it may 
become evident that more detailed or even different budget programs would provide 
more meaningful information. There is nothing sacred about a given budget pro- 
gram structure for an elementary school. As a matter of fact, initial attempts 
at installing PPB systems across the country have demonstrated that budget 
systems should be custom-tailored to meet local needs. 

3 . ] l . 5 Staff Participation and Responsibilities 

One of the current problems in school administration is that budget 
building processes are central-office dominated. The people who run programs 
and nut he decisions daily within these programs often have little opportunity to 
provide inputs to the planning process. 

At the school level, the Administrative Coordinator will bo respon- 
sible for coordinating the entire budget process, and will submit the building budget 
to the 1). C. School:;. There budgets naturally will rolled the combined efforts of 
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Figure Annual Operating Costs (1> SuOpi \ \wi c‘~ 



staff and community serving together on the local budget committee. The Adminis- 



trative Coordinator will work with the stage loaders, coordinators, and community 
in assisting them to develop the instructional elements of the budget. The non- 
instructional elements will bo developed by the Office Manager and reviewed with 
the Administrative Coordinator. 



to the D. C. Schools will be comprised of several components, each of which is the 
responsibility of a particular staff member. It is important to note however that 
each of the individual budget documents reflects the efforts of the school budget 
committee, which provides the community inputs. 



responsibility for the budgets of their individual components, and will in turn be 
responsible to the Administrative Coordinator for ihcir implementation. They must 
involve all members of the component in program planning, where possible. 

Technical assistance in identifying resources and costing will be provided by the 
Office Manager and team leader. For example, the stage budget will be developed 
by all staff members within each stage, and will be the overall responsibility of the 
stage represent alive. He will develop procedures to assure participation by stage 
members in the budget process. Students (Stages II and above) must also be involved 
so that they, too, may help identify resources needed in the future. The involvement 
of students in the budget making process need not be formal and extensive; for . 
example, it might be best simply to poll the entire group within the stage regarding 
items they would like to have available to them.' II is expected that this involvement 
would increase in quantity and sophistication as students gel older and nio\e through 



The budget process illustrated in Figure 3-50 which will be submitted 



The individuals identified in the flow chart will assume overall 
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Stage 
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Stage Leader 
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Staff Development Coordinator 
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Figure B- BO 

* Will include costs for: General Adi ini: t ration, Consultants and Contracts* 
Building f'pcvalions and Maintenance, Food Service's, and Trans port alien , 
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3. 11.0 Community Participation 



The community will be primarily concerned with two areas of the 
budget process. The first is the overall budget for the Fort Lincoln Schools in 
which the Budget Advisory Committee will be involved. The second is the specific 
budget for community participation activities which will be the responsibility of the 
community task force, assisted by the Resource Coordinator and selected school 
staff. 

As referred to in the Operating Plan, the Budget Advisory Committee 
will be comprised of four community members appointed by the Ward Representative 
on the Board of Education, two staff members elected by the school staff, and one 
Fort Lincoln School administrator. 

Tills procedure has precedence in the D. C. Schools, since it is the 
current vehicle for involvement of the community in the budgeting process of the loca 
school, and guidelines are available in the Budget Office. The opportunity should be 
seized upon by the community to enable them to be truly involved in program evalua- 
tion and planning, rather than functioning simply as a review board. In addition, 
this would allow the community to become intimately involved in program evaluation 
and in the development of priorities. 

While the Budget Committee will work with each of the individuals 
responsible for the budgets of the various components, the Resources Coordinator 
will provide support, lo each of the staff members in budget preparation. 
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3.11.7 Bucket Process 



The budget process is depicted in Figure 3-51. Cost estimating 
will be directed by the Administrative Coordinator. Ho will also be responsible 
for the accumulation of all fiscal plans for all programs in order to consolidate 
the lot'll cost requirements of the Fort Lincoln Schools. 

The Office Manager will be responsible to the Administrative Coor- 
dinator for the accumulation of program cost requirements, the allocation of avail- 
able funds to programs, the communication of financial plans to the administration 
and community (as approved by the school and Community Budget Committees), 
and the acquisition of budget approval through all levels of D. C. administration. 
The primary inputs for cost allocation will be provided by the Operating Team, 

On a broad basis, some of the elements which must be present in 
an appropriately developed budget process can be identified. The forms which 
will be used to display this information should be developed after operations begin. 
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Figure 3-51 Information Flow 
FLMT Budget Process 



3. 1 L 1 . 1 Objectives 

Ideally, an appropriate program budget shows the ultimate 
objectives of a program, with a timetable for their achievement. In reasonable 
planning, this period is usually five years. However, sub-objectives may be shown 
lor each of the years within this period, representing milestones on the way to the 
long-range objectives. The objectives can be stated best in performance terms, 
stating what behavior is to be expected of students, parem , teachers, or the system 
as a result o; having realized the objectives. 



rate in high school juniors and seniors by 20 percent over a two-year period. Or 
another objec tive might be to raise the gr.uk level achievement in compiuhcnsion 
of every remedial reader by 1.2 years on the J.owa Heading Test over the next budget 
year. In any event, objectives should clearly state the behavior to be achieved, the 
power associated with that achievement (accuracy over a given period of time), and 
the timetable for realizing Ihcse objectives. 

3. 11. 7, 2 Evaluation 

Program planning is dependent upon evaluation of current 
operations -- cither an evaluation indicating that present program offerings arc 
inadequate for desired purposes, or that updating programs must be modified to 
realize their objectives. Thus, after a program Is Initially specified, the next step 
In budget planning would be to design the evaluation process. 



hcnslvc Plan. However, a comprehensive PPB system when fully developed would 
Indicate specific behavioral outcomes to bo measured, and the ways in which they 



For example, a specific objective might be to reduce the dropout 



The design of an evaluation process is specified in Hie Coniprc- 
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will be measured. 11 is important, to note that evaluation procedure s must be 
specified at the time of program planning in order that data can be collected and 
organized for subsequent evaluation. Community participation in the evaluation 
process is critical, and is provided for in the functions of the school budget 
committee and in the evaluation process. 

3. It. 7. 3 Program Alternatives 

Program plans may be viewed as the means by which specific 
program end s (objectives) may be realized. Generally, there are several ways io 
realize a specific objective or set of objectives, some being better than others, 
perhaps for reasons of cost, feasibility, etc. A parlicu-ur selection may have very 
strong merits in the eyes of the administration, but when seen from the point of vfCiV 
of the community, it may have serious implications. Therefore, all appropriate 
and affected groups must be involved in proposing alternatives. 

It is conceivable that an element of the Fort Lincoln Schools may 
wish to install a speed reading course. Such a decision may result from inputs 
received from the community and students. The objective might be to triple the 
reading speed of all normal readers over the course ol one year. 

Shown below is an example of how such a program could he 
instaHccl. Program objectives, plans, and costs are displayed. Instructional 
resources are also shown. The program is evaluated by assessing the extent to 
which Tnildren increase their reading speed over one year. During program opera- 
tions, staff members arc continually asking if the benefits realized are worth the 
investment. 



O 

ERIC 



349 



fj-tos 



Four Y e ar Object iv es 

At the conclusion of the installation of the Speed Reading Program, 
which will trike four years to complete, the following objectives should have been 
realized: 

For al l c hildren : Individual students who select the course will be able to read at a 
speed triple that with which they entered the program. 

For the system: Adequate equipment and curriculum will be installed so that services 
will be available to all children according to desire and need. 

For staff : Selected teachers will be capable of instruction so that services will be 
available to all children according to desire and need. 

The Program Plan (one alternative) might appear as follows: 

Fii : Year 



o Appoint Speed Reading Coordinator $12,000 

• Design Program 3,000 

• Begin in-service training for Stage III staff 2, 000 

• Start development of formal Reading Materials Center 2,000 

o Begin Program, Stage III (January) - 



$19,000 

Second Year 



o Continue development of Reading Materials Center $ 2,000 

o Evaluate program efforts arid modify Program 2 , 000 

$ 4,000 

Third Year * 

• Develop Stage III Curriculum Guide for entire program $ 4,000 

• Evaluate program 2,000 

$ 3,000 

Fourth Y ear 

• Evaluate, consolidate, and redirect program $ 3,000 



Tolal program investment costs $32,000 

ERJT 
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The plan could he shown in more detail if necessary, and could be supported by 
appropriate statistics. The render would then see total program needs in context 
rather than individual line items scattered throughout a complex budget document. 
Closer analysis would have to be made to be certain that continuing costs, such es 
those for staffing a Reacting Director, are clearly understood. When the question 
of curtailing funds arrises, program impact is more readily seen. 

3. 11, 7. 4 Program Priorities 

It cannot be expected that available funding will be adequate for 
the total set of programs desired initially. Therefore, some basis must be esta- 
blished for choosing among programs competing for limited funds. One approach 
is to use priority schedules, described briefly here, for subsequent program 



programs and cost elements within programs. Priority ratings would be used as 
a basis for allocating authorized funds to planned programs. Fort Lincoln admin- 
istrators and community would be responsible for assigning program priorities, 
while program committees would assign priorities to the cost elements within pro- 
grams. Allocation logic based on priority ratings could reduce total program cost 
requirements to the authorized funded level for a given fiscal period. 

Each fiscal period the Fort Lincoln School administration will sub- 
mit budget requests for all resources administered and allocated by the District 
of Columbia School administration. To submit a budget request, the Fort Lincoln 
administration must make decisions concerning the level of funding to request and 
the program planning details to support the request. Budget decisions must be 
based on the total cost requirements of the planned programs, the level of funding 



expansion. 



Priority schedules must be established for all Fort Lincoln School 
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that cun be anticipated ior the fiscal period, and a measure of the relative value 
of all programs to the Fort Lincoln New Town Schools. 

Ihc Progiani Hanking Schedule (Figure 3-52) would establish and 
quantify the priority and utility of Fort Lincoln School programs and program cost 
requirements. Schedules are proposed as a method of allocating anticipated or 
authorized funds to the total cost requirements of the programs. The Program 
Ranking Schedule establishes the priorities among programs competing for funds. 
Under priority 1, 100 percent of program 1, 50 percent of program 2, 50 percent 
of program 3, and 40 percent of programs 5 and G will be funded as long as the 
accumulated required funds do not exceed the total authorized level of funds. If 
funds are still available after priority 1 requirements are satisfied, priority 2 
requirements will be allocated up to the percent limit established in the priority 2 
column. The allocating process is continued through all priority levels until the 
authorized level of funds has been fully allocated. In the example shown, the pro- 
gram rankings have been established such that programs 1, 2, and 3 must be 
funded 100 percent before funds can be allocated to raise program 5 to 30 percent 
of its cost requirements. 

Assume that each of the five programs listed has the following 

100 percent fund requirements: 

A - $1 00,000 

13 - 120,000 

C - 30,000 

D - 50,000 

E - 200,000 

" “$500,000 



Assume also that the total funding available for the given year is only $120,000, 
less than the total required to fund each program to its stated desired level. When 

faced with this decision in the past, the administrator would make decisions on 

a-i?i 
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cutbacks in light of the funds available, which at times may prove satisfactory. 
But the method becomes dangerously subjective at the time that the funding level 
becomes known. Under the system proposed here, the basis for decision making 
becomes object ivc regardless of the level of funding. 

Applying the priority schedule given in Figure 3-52, the levels 
of appropriations would be as follows: 



Priority 


1 




2 




3 


4 


Program 


% 


' $ 


% 


$ 


% 


$ 


A 


100 


10 OK 


100 


look 


100 


10 OK 


B 


50 


GOK 


75 


9 0K 


ICO 


12 OK 


C 


50 


1GK 


75 


22. 5K 


100 


3 OK 


D 


40 


2 OK 


65 


32. 5K 


80 


4 OK 


E 


40 


8 OK 


65 


13 OK 


65 


13 OK 


Total Funding 




275K 




375K 




42 OK 




This 


indicates that we 


would be able to satisfy all but program ] 



at the levels indicated in priority schedule 3. Program E would have to be held 
back to the level of funding in schedule 2, 65 percent. 

3. 11. 7. 5 Resources 

The cost of realizing specific programs can best be csl [mated by 
first identifying the resources necessary for program operations: personnel, 
equipment, additional time, etc. The conversion of these resources into costs 
should be conducted In conjunction with the Administrative Coordinator and Office 
Manager, who can serve an effective role in projecting economies and cost trends. 
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FORT LINCOLN NEW TOWN 
PROGRAM RANKING SCHEDULES 



FUND: 

FISCAL PERIOD: 1972 



PROGRAM RANKING SCHEDULES 



Priority 

Program 


1 


2 


3 


4 


5 


A 


1. 00 










B 


. 50 


. 75 


1.00 






C 


.50 


.75 


1. 00 


















D 


.40 


. 65 


.80 


.95 


1. 00 


E 


.40 


.65 


.80 


.95 


1.00 
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Included in a complete budget proposal would be a display of 
funding sources anticipated for the particular program over the five year span. 
Progiam funding would show the source of monies for the period, c. g. , D. C. 
appropriation, ESEA , private grants, e«,c. This is particularly useful in long-range 
planning in order to record when particular sources modify their plans for allocating 
fluids . 

3. 11. 7. G Reprogramming and Redirection 

Occasional^ in the operation of the D. C. Schools it is necessary 
to use budget funds for purposes other than those for which they were originally 
stated in the budget document, or to determine or substantially reduce a program 
by redirecting funds to another program. Jn order to coordinate Fort Lincoln School 
operations with those of the D, C. Schools in this area, D. C. regulations have been 
modified for Fort Lincoln operations as shown in the following description. 
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REPROGRAMMING AND REDIRECTION OF RESOURCES - SERIFS 3000 
POLICIES R ECU NATIONS BYLAWS - BUSINESS (3171) 

ORIGINAL INSTRUCTIONS OF THE D,C. SCHOOLS - 6/30/69 

This directive prescribes the policies and procedures for rep rogr anting and 
redirection of appropriated funds for the D.C, Public Schools. Its purposes 
are to (1) define reprogramming and redirection (2) identify sources of funds 
for reprogramming and redirection, (3) set forth the authority for reprogramming 
and redirection, (4) describe the uses and limitations of this device for opera- 
tional flexibility, (5) give the step-by-step procedure for reprogramming and re- 
direction, rnd (6) identify approving authorities. 

( 1) Definition of Term s 

For the purpose of this directive the fol lowing definitions will apply: 
a- Reprogramming is the one ti me use of funds for a purpose other than 

the purpose reflected in the budget document and the original financial 
plan. 

b, Redirection is the deliberate decision by a department head and higher 
authority to terminate or substantially reduce a program by redirecting 
tha funds appropriated for that program to some other program, 

( 2) S ource of funds for reprogramming or redirection 

a. Funds used for reprogramming become available through (1) temporary 
shifts in program impact, emphasis or purpose resulting in the un- 
obligation of appropr iated funds, or (2) lapse savings occasioned by 
the inability to utilise appropriated funds, i.e., vacancies unable 
to be filled, delays in program starts, or deferrals or reductions in 
program expenditures caused by cither direct or indirect relationships 
with otb rt r programs. 
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b. Funds used in redirection become available when a decision is made to 
terminate or permanently substitute one program for another. A major 
change in agency goals and objectives is involved in redirection. 

When funds arc approved and appropriated, the 1). C. Government, the Congress and 
the Schools arc in agreement on a specific programs. These funds are also designat- 
ed for specific items as shown- in the budget document. Use of significant amounts 
of funds in a mann er other than as agreed, must therefore be strongly justified 
and must reflec t urgent and unplanned changes in objectives or p o 1 ic ic s ; or sub- 
stantial unexpected chang es in workloa d. Poor planning and/or mis -management are 
not sufficient basis for altering a plan agreed upon by the D.C, Government, the 
Congress and the School System. 

( 3 ) Authority for reprogramming and redirection 

District of Columbia Budget Circular No. B-l, dated April IS, 1969 set forth 
the authority for reprogramming and redirection. 

(4) Uses and Limitations 

Reprogramming decisions can be made at the FLNT central administrative level 
unless it is considered significant. rf S ignif icant 11 as herein used is defined 
as (1) involving substantial amounts of money or (2) reflecting a major policy 
change. "Significant M reprogramming involves approval from the Board of Edu- 
cation. • Internal FLNT reprogramming requires submission by the Administrative 
Coordinator to the Operational Team, and subsequently to the Special Projects 
Division for final approval. 

In other cases, reprogramming can be approved for such items as realignment of 
clerical staffs, temporary staff assignment, special projects and other urgent 
matters caused by circumstances beyond the control of the program managers. 
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New permanent programs should not be developed and initiated from reprogrammed 
funds. Programs of a permanent* on-going nature, that are not included in the 
budget plan, should only be launched with redirected funds. 

(5) Procedure fer submission to D.C, Budget Offic e 

The Director of Special Projects should complete Budget Fotm 1-69, Request 
for Reprogramming, to initiate a temporary shift of funds. Departmental 
savings must be identified and verified by accounting. Program changes 
must be justified. Approval, as outlined in item it) below, must be secured 
by the initiating officer. Forms are then turned into the Budget Office. 

No action is to be taken before notification of approval is received from 
the Budget Office. 



Redirection must be initiated by the Director of Special Projects. 

If the program being terminated or reduced is in another Division, approval 
by die affected Associate Superintendent must be obtained. Budget Form 
2-69, Request for Redirection of Funds, is to be used for making such re- 
quests. The availability of funds must be verified by accounting before 
forms are forv;arded to the Budget Office. 

(6) Approving Authorities 



a. Reprogramming that is not considered significant and involves less than 
$5,000.00 need only be approved by the Administrative Coordinator and 
the Director of Special Projects. 

b. If the reprogramming is significant, the approval *~ust be obtained from 
the Board of Education- D. C. Government npprov.nl and Ccngression.nl 
approval, if required, wi^l be secured by the Budget Office. 

c. All redirection must be approved by the Director of Special Projects. 
Board of Education, D. C. Government, and Congressional approval, if 
required, will be secured by the Budget Office. 
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REQUEST FOR RErKOGIlAHMlKG 



DATE : 





Division 


, 


Department 








’ f 







It is hereby rcquCsSted that funds of this department be reprogrammed ns indicated below: 

| Title of Program to receive funds 



Amount of funds to be reprogrammed 



Use of funds (number and type of personnel, .amount of personnel cost, amount of supplies 
land equipment cost and other e>:pc liLurcs (identify). f 

o) . 

( 2 ) • ’ ” ‘ ' ' ' 

■ • /• ■ . ■ 

( 3 ) : ... '■■••• ' : 

O) 

( 5 ) . • ■ 

( 6 ) : ' ; ’ 

J ... 

Title of program providing funds : • i 



Total program allotment 

Balance in program after reprogramming 



Accounting identification for source of funds used in reprogramming: (Activity code, 

program code and account code) 



(i> 

( 2 ) 



Ac O ; Verification 




Signature anti Title, Accounting Department 
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Justification for reprogramming (Include explanation of vhy fixnds are avail^l^e^ in the somcc 
program along with reasons for need for funds in the receiving program). 



I 





(Use additional sheets if necessary) 



y 



Effective date of reprogramming 
» • • 

deprogramming requested by 



Signature 



Title 



Approved : 



Approved : 



Signature and Title 



Signature and Title 



(Associate Superintendent) 



Approved: D, C. Covcnvr.cnt , Congress 



Title 



Budget Department 
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Budget form -69 



onn 



REQUEST TOR REDIRECTION OF FUNDS 



DATE : 



Division Department 



I T t is hereby requested that funds of department be redirected as 

indie n tnrt be ) ou : ... ( 

( Title of Program to receive funds: __ 

• r ' * 



f Amount of funds to be redirected 



t Usc of funds (number and type of personnel, amount of personnel cost, amount of 
supplies and equipment cost ard other expend itvircs (identify). 

O) ■ . • : 

1 C 2 > 

p’ 

Ib> ' . :-;v; :. ■ . ■ • 

If’- ... v ' ^N: : ;v ■ v. • 

Title of program roviding funds : 

li 



| fro 



tal program allotment 



ii 



-Balance, if *ny, in program after redirection 



Accounting identification for source of funds used in redirection: (Activity code, 

jjprogram code and account code) 

(i) : ‘ . . . 



H 



( 2 ) 



li ■ • 

| Recounting Vcrificat 



ion 



Signature and Title, Accounting Department 
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Budget fonu 2*09 



Justification for redirection (Include explanation of why source program" is 
being terminated or cut back along with reasons for need for the new program 
and foi funds requested in the new program)* 



(Use additional sheets if necessary) 
Effective date for redirection 



Redirection request by 

Signature 

Approved : 

Source Division Signature and Title Director of 

Special Trojcc 

A pp r o v e cl: D. C. Government u Congress 

Title Budget Office 
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3,12 Informatio n System 
3.12.1 The Need 

An individualized instruction system, sensitive to each individual 
student and his parents, can place a formidable information processing burden on 
the school staff. No longer can the school deal with a class of individuals all 
stud 3 r ing at the same place in the same book in each subject. The school must 
plan for, monitor, instruct, and advise 700 individuals whose interests mid pre- 
ferences are constantly changing and whose learning requirements vary from sub- 
ject to subject and from day to day. To perform these functions, school personnel 
must have information on a wide variety of matters: parental and student prefer- 
ences, test scores measuring both achievement and interest in each subject, 
availability of curriculum materials suited to the specific needs of each student, 
etc. Since teachers and students must make many Instructional decisions daily, 
the information must be available quickly and in a readily usable form. 



been devised for individualized instruction schools. One common technique is to 
use teacher assistants or aides to collect instructional data on each student and 
prepare reports for use by teachers. In addition, assistants are sometimes given 
the task of correcting multiple choice tests as well as daily instructional work 
sheets. Still another approach is to compromise the Inherent flexibility of indi- 
vidualized instruction by keeping the traditional classroom structure and the usual 
scheduling practices. For e: ample, students are usually grouped by age into 
classrooms. The class might study mathematics every day from 9:00 a. in. to 
10:00 a. in. Within such periods, each individual student may study at his own 



To cope with this information problem, different approaches have 
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rate, but some rigidity is introduced since one student has to study mathematics 
for as long each day as another student — even though the two differ in level of 
achievement and interest. With each of these methods, the resulting education 
environment leaves something to be desired. For example, the tasks of collecting 
and processing information take a considerable portion of the time of the teaching 
assistants. This not only represents a cost burden, it also precludes their parti- 
cipation in a more direct way in the instructional processes of the school. 

To deal with such information overload, severa' innovative computer- 
based systems have been proposed and are in development. For example, Project 
PLAN, of the Westinghouse Learning Corporation, is a S3 r slcm that assists the 
teacher by correcting tests and workpapers for : ~ ch student. The student marks 
with special pencil his answers to each test item. The computer reads the cards 
thus marked and prints out a score for the student, storing the data for future use. 
The compute]’ also suggests (on the basis of his scores and background learning 
materials) what the student might study next. This latter function is particularly 
important for individualized instruction systems because it permits selection 
from a much wider set of curriculum materials. As the variety, modes, and 
media of individualized materials available to schools expand, teachers will be able 
to receive assistance in selecting materials. 

Another innovative .computer-based project Is that at the Oaklcaf 
School near Pittsburgh, Pennsylvania. Under development at this school is a sys- 
tem for monitoring and prescribing for individual students, and for assisting 
teachers in planning their instruction and diagnosing individual learning difficulties. 
The Information system proposed for the Fort Lincoln School is based upon this work. 
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Several features of the Education Plan proposed for the Fort Lincoln 
School make information processing even more critical than in the schools just 
mentioned. The most important of these is the free and unstructured environment. 
For example, a much greater emphasis is given to student and parental choice in 
the FLNT system than in the systems described above. Also, each student will 
come into contact with, be assisted by, be prescribed for, and be instructed by a 
team of teaching personnel rather than one or two teachers. To prevent working 
at cross purposes, teaching personnel must be provided with accurate, timely 
information on the students' present achievement and recent instructional history. 
An information system capable of fulfilling these requirements ; s described on the 
following pages. 

3.12.2 Evolutionary Information System 

It is proposed that the design, development, and implementation of 
a management information system for the Fort Lincoln First Facility be carried 
out in two phases; 

• An initial phase in which all of the data collection, processing, 
and information retrieval will be performed manually by para- 
professional personnel and students under the direction of 
teachers; 

• A second phase in which the manual system will be converted 
gradually over io one that is computer based. 

Several reasons motivate this recommendation. During the initial 
phase, the school staff will be busy learning and adjusting to individualized instruc- 
tion procedures as these are gradually introduced into the school program. During 
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tli) s time, manual information-handling procedures will give the staff greater 
confidence and establish a direct familarity with these procedures. Furthermore, 
during tins introductory period, a manual system is adequate to handle the demands 
that are expected, and,ir. addition, will permit refinement of necessary forms, 
procedures, and reports. As the individualized program increases in complexity, 
the manual procedures can be replaced with computer-based data collection and 
reporting programs. When the full flexibility designed for the For; Lincoln sys- 
tem is finally in place, a complete computer-based information system to support 
it will also be in place. However, implementation of computer procedures will 
not replace professional or paraprofessional staff. Instead, as the individualized 
program is implemented, greater use will be made of paraprofessionals for obser- 
vation and direction of students, implementation of more flexible scheduling pro- 
cedures, etc. 

3, 12. 3 Information System Components 
3. 12. 3. 1 Introduction 

The various elements of the information system can best be 
described in conjunction with the specific learning activities that make use of these 
system components. 

Later, the procedures necessary to collect, maintain, and 
retrieve the required information will be described. Most of the discussion that 
follows will deal with the Phase I (manual) system. To lend specificity to the 
description, the discussion will describe how the information system will affect 
John Jones, a 12-year old pupil in Stage IV at the First Facility. In a traditional 
school, John would be in the sixth grade. 
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Figure ‘3-53 presents an overall description of the process to be 



described, 

3.12.3.2 Placement 

Upon registering in Fort Lincoln School, John is given an exten- 
sive series of tests covering health mid physical development, academic achieve- 
ment tests in each subject, and projective tests that help identify his interests. 

The results of these testswill serve as an initial basis for helping John, his parents, 
and his counselor plan his instruction. 

During this period, which may last one or two weeks, John is 
also "learning the ropes" in his new school. For this purpose, lie is assigned to 
a fellow student who will accompany him, answer his questions, and serve as his 
guide. Also during this period, special descriptive material will be sent home to 
John’s parents. This Parents’ Handbook will outline the unique features of i) z 
school's instructional program and prepare the parents for the first major planning 
task that they will take part in: the Planning Conference. 

3. 12. 3. 3 Planning Conference 

The Planning Conference will take place sometime during the 
first one or two months after John is registered. Taking part are John, his parents, 
and his advisor. The advisor is one of the teachers in Stage IV. He will be respon- 
sible for helping John select and plan his instruction, monitoring Ins progress in 
all subjects and activities, and reporting to his parents periodically or on request. 
While other teachers will also Instruct and assist John, his advisor will be the one 
to whom John’s parents can look to be responsible for John’s instruction. 
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The initial Planning Conference is held lo enable the develop- 
ment of a partnership between the school staff and John's parents. In this Confer- 
ence, the parents can contribute their knowledge of John's aptitudes, interests, 
and habi's of work. In. addition, John and his parents can exercise some control 
over the instruction which he will receive over the coming weeks. The results of 
the Conference will enable the advisor to belter plan for John's instruction and to 
marshal the school's resources to assist him. Future Planning Conferences will 
enable the same participants to review John's progress and to adjust John's 
schedule, learning plan, and available resources to his developing abilities, inter- 
ests, etc. 

To prepare for the Confer ence , the advisor will have a\ tillable 
to him the results of the academic, projective, and health tests given John. He 
will establish a tentative learning goal in each subject for John to achieve over the 
next planning period. This period might cover only a few weeks or might extend 
over a few* months. The advisor then charts tentatively how this goal might be 
achieved by specifying intermediate learning milestones necessary or recommended 
to achieve the specified goal. Figure 3-54 shows how* the Learning Goal and Plan 
might look at this point. Note that for mathematics the counselor chose a planning 
period of three weeks while in reading he chose five weeks. Note also that the 
mathematics plan is very specific about what is to be studied in order to achieve 
the tentative goal, while in science the curriculum allows greater freedom. A 
tentative time allocation lias been made by the counselor as well as suggested 
locations for John to study each subject and recommended tutoring or partner 
arrangements. All of those notations arc subject to change depending on John and 
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Optional Objectives 

Subject/Area. Max, Time Per 

TUTORING OF OTHERS ? Matli/B-Mult, Week - 2 



his parents’ interests and desires as expressed in the subsequent Planning Confer- 
ence. During the conference, John can select optional objectives which might 
involve special interests or projects. Jolm and his parents can modify any part 
of the plan to increase emphasis on one area, to suggest homework or review 
assignments, etc. For example, John can specify for each subject who lie wants 
to be tutored by, either a specific teacher or a specific student. John and his 
parents can specify whether he is to be given any homework and if so, how much 
and how frequently. Still another option will be the days that John is expected lo 
be in attendance and the time of arrival and departure each day from school. (See 
Figure 3-5G and Section 3. 12.3.5). 

The above description of the Planning Conference must be mod- 
ified to reflect differences between children in different stages. For children in 
Stage I, participation in the Planning Conference will be less explicit. However, 
participation should be encouraged in whatever way seems natural to the child. 

After the initial Planning Conference, subsequent conferences 
can be held whenever one of the participants desires. Here the Learning Goals 
and Plan can be modified and progress reviewed any of the decisions or plans 
previously made ear. be changed. 

The information system will he involved in two ways in the 
plannir g process outlined above. First, the information system will assist the 
advisor in prepn dug tl c Learning Goat and Plan. The system will supply the 
advisor with da:i on required or recommended sequence.' to achieve the selected 
goal: the system will provide time distributions based on oilier students 1 history 
for each of thr intermediate milestones and determine an overall measure of 
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difficulty given the lime allocated and desired sequence. In addition, the informa- 
tion system will be involved in the implementation of the plan. The agreed- to 
plan will become part of the data in the information system. A copy of the plan 
will be kept in John's Permanent Folder (sec below) to use for reference by John 
and his teachers. In addition, a duplicate of the schedule will be kept in John’s 
stage folder for reference by him and the subject-area teacher. 

A monitor report will be prepared as needed for the advisor 
showing progress by John on the specified plan for each subject. In this wajq any 
learning difficulties can be spotted quickly and corrected or unusual gains rewarded. 
The Learning Goal and Plan jointly prepared with the parents and the weekly men- 
tor report will thus be the basis of the school’s ’’Report Card.” This reporting of 
progress can take place at any time upon request by the parents or John as well as 
at the advisor’s direction. 

% 

3. 12. 3 4 Resource Sc', xluling and Planning 

Raving established a Learning Goal and a Plan for achieving it 
in e eh subject, the advisor must marshal the resources of the school to assist 
John in achieving each goal. This means that personnel, facilities, equipment, 
and curriculum materials must be available for John to use. Since other students 
will also be demanding these resources, the demands must bo reconciled and 
coordinat d. 

To allow this coordination of resources, the advisor and the 
staff of Stage IV will prepare an Individual schedule for John. The schedule will 
cover one week (note ihat John may be in school on differcK days than other stu- 
dents and/or his hours of attendance may be different) and will not mail} c 



:t- 1 £»:! 



374 



repeated every week until changed at the request of John, his parents, or his 
advisor. To assist the preparation of this individual schedule, the information 
system will maintain a detailed record of the schedule and resource demands for 
each student in Stage IV. In addition, the system wi i :cep track of the availability 
and schedule for each facility and staff person. For example, the system will 
remember that certain parts of the school arc unsupervised after certain hours. 
Similarly, the system will remember that a given teacher is available only during 
specified hours or on certain days. 

The advisor will prepare a Schedule Request (sec Figure 3-55) 
to reflect John's incremental demands upon the system. This request may be as 
detailed as the advisor chooses. He may choose to dictate specified times and 
locations for each day of the week that John attends (perhaps to permit interaction 
with himself or with specified teachers or students). Or, the advisor may merely 
request that the system take the already specified Learning Goal and Plan and pre- 
pare a tentative schedule to reflect its demands and coordinate them with 
the demands of other students. Mole also that the advisor can specify a very free 
and unstructured schedule. For example, he can request that John be scheduled 
to studymathematics and language arts during the morning hours. John is then 
free to allocate the time himself depending upon his interests from day to Jay or 
the demands of the assignments he is working on. Upon receiving the completed 
schedule, the advisor may choose to accept it or resubmit it, establishing new 
constraints (perhaps fixing some schedule assignments, revising others, etc.). 
This process will continue until a satisfactory schedule lias been prepared. 
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Occasional use of the resource 
Exclusive use of the resource 
Shared use of the resource 



The schedule will be printed out for filing in John’s Stage 



Folder, and will guide him in Ins daily work. As he accomplishes the milestones 
wliicl he and liis parents and counselor planned, he will be aware of the need to 
revise time allocations, tutoring needs, and homework assignments in his next plan 
and schedule. It is this sense of control over his environment and learning, 
the insight and pleasure of planning.and subsequent mastery of challenging goals 
that the Fort Lincoln system is designed to provide for each student. 



the information system in the above process will be different for different stages 
and will be made operational hi different ways. For example, the schedules for 
individual students in Stage II must be simpler and more regular (repeating from 
da}' to day) than those for students in Stage III or IV. Similarly, most students in 
Stage I will not be capable of reading, let alone following, a printed schedule. 
Therefore, to make the process operational, the schedules will be printed for use 
by aides and older students in guiding and directing the children in Stage I. 



existing total schedule and will thus "increment" that schedule. An individual 
request may thus cause other schedule changes, but generally these will be minor. 
For example, John’s schedule request for tulonng by Bobby Smith in science will 
obviously require adjusting Bobby's schedule, blit, in general, no one else’s 
schedule will need to be adjusted. However, this incremental schedule adjustment 
process will periodically require a major restructuring to reflect changed demands 
as welt as changes required by changed staff availability. Major restructuring of 
this kind will be performed by using modified school scheduling technique:; as now 
Incorporated in several computer programs. 



It should be noted in passing that the scheduling rules used by 



Each individual schedule request will be placed upon an already 
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3. 12. 3. 5 Day- to Day Operations 



• G ene ral. Figure 3-53 describes the Day-to-Day Operations 
for each student in each stage. It should be noted that a 
student ma y be in different places in each subject in the 
process. For example, John Jones may be taking a pre- 
test in mathematics during the time he is assigned in the 
mathematics area. Later in the day, when lie is scheduled 
to be in the language arts area, he may be working on an 
assignment (perhaps a special project or a joint project 
with another student). Still later, when in the science area, 
he may be receiving special tutoring by an aide or a teacher. 

The manual information system will rely upon a set of 
folders and a set of procedures: to assign pretests, to pre- 
scribe learning activities for each student, to monitor each 
student’s progress, to provide special assistance when 
required (supplementary materials, tutoring, review, home- 
work, etc.), and finally to diagnose learning difficulties 
when they occur. In addition lo these instructional practices, 
there will be a set of support procedures. The discussion 
of these procedures describes the system of folders that 
will make the manual system operational. Later, those 

changes that the computer-based system will make possible 
% 

iii Phase II will be described. 
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Three types of folders will be maintained for each stu- 
dent: A Permanent Folder retained by the student's advisor, 
a Stage Folder kept by the student, and one folder for each 
subject area. The Stage Folder will be carried by the stu- 
dent throughout the day. It will be deposited in the central 
resource center at the end of the day. 

(P resence or absence of the folder will form the basis for 
daily attendance recording. ) In the Stage Folder will be: 

- A duplicate copy of the student's current Learning Goal 
and Plan 

- His Expected Attendance (By day of the week mid by time 
period — See Figure 3-5G) 

- Complete Placement Test Scores 

- Record of Behavior and Interest Information (Projective 
Test — See Figure 3-57) 

- A completed Schedule Request Form (See Figure 3-55) 
Each Subject Folder will contain: 

- Current Prescription and Test Score History (See Figure 
3-5S) 

- Learning Goal and Plan (copy) 

- Current worksheets, materials, instructions, etc. for 
that subject 

- A copy of the Schedule'Hcqucst Form. 
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Student subject folders will be kept in the subject area in 
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the appropriate stage. Upon amoving at a given area, the 
student will get his folder and start working. Upon leaving 
the area, a student will return his folder to the subject area 
file, (Again, the presence or absence of the folder will sig- 
nal the assistant of the student's presence 01 absence.) 

All of the folders will be color coded by subject and stage 
to assist in ready retrieval. The color code will also 
assist the aide in maintaining cognizance over students in 
her area. 

• Assignment and Evaluation of P rotest. This step in the 
process described in Figure 3-53 can be an important occa- 
sion for student ehoice and student interaction with a teacher. 
It can also be an opportunity for the teacher to reward and to 
motivate the student for new accomplishments and to present 
new challenges and opportunities. Thus it is important that 
maximum freedom be permitted in this process while at the 
same time assuring that the interaction occurs frequently. 

The interaction should aim at helping students gain a feeling 
of meeting successive challenges, mastering them, and per- 
ceiving increasing sclf-eompelcnce and increasing responsi- 
bility. The description below then, is to be read as but one 
sequence of many possibilc sequences. In particular, it 
should not be read as if the roles described and the decision.; 
made arc to be fixed. 
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Figure 3-J3G 



Counselor 



Expected Attendant Schedule 



STUDENT John Jones STAGE IV DATE 



Arrival at School 
(circle one) 



7:00 



7:30 




8:30 



9:00 



9:30 



10:00 



Departure from School 
(circle one) 



1:00 




3:00 3:30 



4:00 



Days at School 
(circle five) 



© 0 © ™ ©0 
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Miss Franklin 



N ovember 2 , 1970 



10:30 11:00 



4:30 5:00 
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Figure 3-57 



Behavior and Interest Inform a lion 



Name Age 



Behavior Formal Projective Test Informal Projective T c s t 



Tolerance 






Persistence in the Face of 
Frustration 






Acceptance of Criticism 






Ability to Relax 






Self-Confidence 






Attention Span 







Notes; 



Interests: 




Note on Sample: The behavior categories arc just examples. There will likely he more. 
The information filled in by the teacher will lx? coded by munbersor checked acceptable, 
nnnncccpkihlc as a means to alert the teacher to any problem?* that she might want to check 
in the cumulative folder of the student. Interests; will consist of a sentence description of 
main interests per month. 
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Upon completing and mastery of a unit posttest, Jolm will 
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lake his Stage Folder and Subject Folder to iho teacher in 
charge of the subject area, (the posllest will have been 
scored by an aide). After reviewing his work, the teacher 
may ask John to took over the content of the next unit called 
for by his Learning Plan. This will be a specially prepared 
set of "overview" materials that describe the objectives of 
the unit, why the subject matter or skill is important or how 
it is used. The material will also describe the kinds of acti- 
vities and tasks that will be involved in the unit and the 
options available. For example, some objectives can be 
achieved by work with papcr-ancl-pcncil learning materials, 
other objectives by playing a game or doing library research, 
others may require media of various kinds. The material 
will identify required and optional objectives. If John 
wishes, he can elect to study one or more objectives with- 
out taking a pretest. Or, if lie thinks ho knows some of the 
material already, he can choose to take a pretiest. Still 
another option, is that John may take the overview material 
home so that his parents arc informed of his progress and 
understand what lie will be working on next. 

If John deckles to take the pretest, the test will be scored 
by him, and if the teacher so suggests, Jolm can proscribe 
his woik assignments for himself. 
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At the end of hi s process, two things have happened: 

- John has begun a new assignment. A new prescript ion 
for that subject is in his subject area folder. 

John’s counselor is informed at his next review of John's 
completion of another milestone and the selections he 
has made for his next assignment. 

© Prescriptio n. The procedures used for prescribing are 
the critical procedures in individualized instruction. 
Through this instrument, teachers guide and direct the 
learning activities of each student. Through the prescrip- 
tion, the school records and monitors the progress of c 
student and senses Hie choices he makes. It is in the pro * 
scription that the critical selection of appropriate learning 
materials is made. In summary, the prescription is the 
instrument through which the school's sense of purpose is 
communicated and the student’s increasing competence is 
recorded and monitored. It is important then that compre- 
hensive and easy-to-use procedures be designed to carry 
out this critical process. 

Figure 3-58 presents a sample Prescription and Test 
Score Record. Blank forms will be stored in each subject 
area. After a student has elected to work in a unit or he; 
taken a prelect that indicates work should he done in the 
given unit, the appropriate form is pulled an an initial 
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prescription is made. (Nolo that the prescribe]' could be 
the student, the subject-area teacher or the rrlvisor.) The 



form carries pertinent information about the materials avail- 
able to teach the given objectives. These materials can be 
prescribed exclusively or can supplement the IPI materials. 
(Note that IPI materials are not listed explicitly.) 

The structure of prerequisite relationships (if any exist in 
the specific materials) are listed in the "Prereq. Objs." 
column. Thus a teacher or student will know that a given 
set of materials assumes the student to already have a set 
of skills and competencies. This information is listed for 
guidance only, since a student may choose to try the mater- 
ial anyway. 

The reverse side of the form has a complete record of the 
student's scores in this unit as well as summary informa- 
tion for use by teachers. 

« Month s Repor t. The prescription process in the classroom 
is more than the assigning of materials, recording of scores 
and choices, etc. The teacher should be looking for poten- 
tial problem areas, identifying exceptional performance, 
motivating and rewarding student:; , etc. To assist this pro- 
cess, the information system will provide each siduot-arcn 
teacher a list of students who require special attention. 

The students on the list may require special rewards, c.g. 
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when contingency management techniques arc being used; 
or a student on the list may have spent (for him) an unusual 
length of time in one unit; or the materials being used by a 
student may be particularly complex and require special 
explanation or direction; Ox several students may be work- 
ing on the name or related areas and could thus profit from 
a group tutoring lesson from the teacher. These instruc- 
tional opportunities will be identified as Ihcy occur and 
recorded in a Monitor Report for use by the teacher. (Sec 
Figure 3-59. ) 

i 

Under the manual system, the Monitor Report will be pre- 
pared weekly by paraprofcssional personnel in each stage 
and for each subject area. Under the computer-based sys- 
tem, the report will be prepared daily and will incorporate 
the previous day’s activity (unit completions, number of 
days worked, new group possibilities, etc.). 

Data Processing Operations 

• Manua l S ystem. A considerable amount of data will have to 
be collected, reviewed, processed, and reported in order 
to provide an optimal learning environment. Using the man- 
ual system will require a significant portion of the time of 
available paraprofcssional personnel. To reduce the work- 
load to a level than can be accurately ami reliably handled 
by the planned staff, several limitations will have to be 



observed: 
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Subject Mathematics 



Teacher(s) Franklin, Jones 



Period Tuesday, n.m. 



Date November 9, 1970 



Special Attention: 
Student 



Reason 



Jones, John 
Smith, Bobby 
Janies, Mary 



C ~ Mult 7 days* Expected: 5 da 3 r s. 
E - Fractions* Help with material. 
Reward for each page. 



Potential 1 roups: 

Grou p Names Area Possible Marls 

1 Jones, James, Harris C - Mult, Flash cards 

2 Smith, Taylor, Upjohn E - Frac, E - Frac. film 



Figure 3-59 Monitor Report 
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- Reports will generally be available only on a weekly 
basis. However, special requests may be processed 
for individual teachers or individual students. 

- Scheduling 4 of students will be constrained to highly regu- 
lar patterns so that information needs can be anticipated, 
data collection and processing tasks assigned, and reports 
delivered to appropriate subject areas. 

- Maximum use will be made of students and student helpers 
to score and correct work pages, administer tests to indi- 
vidual students, and record required data. 

- Only the reports mentioned above will be available on a 
regular basis. As teacher gains experience with individ- 
ualized instruction processes, thoj' will conceive of addi- 
tional reports to perform specialized functions. These 
additional requirements will be collected and implemented 
on the computer-based system. 

Under the manual information system, tasks will be divided 
into those that should be performed in the subject area, 
while instruction is proceeding, and thos Riat can be per- 
formed at the end of the day. The major data task is that 
of recording unit pretest and posttesl scores after these 
have been obtained by the student or a Student Helper. These 
data arc recorded on the back of ti e* prescription and Test 
Record sheet for immediate use by the teacher. During this 
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recording process, the assistant will briefly check the 
work of the Student Helper. 

At the end of the day, all Subject-Area folders that have 
had mastered posttests completed will be collected. Assis- 
tants will update the Learning Goal and Plan forms for the 
appropriate students. In addition, data will be polled off 
for use in preparing the weekly Monitor Report. 

• Computer -Bas ed Syste m. To overcome the limitations of 
the manual system, it is planned to incorporate all the 
storing, processing, and reporting functions in a computer- 
based system. This system will release paraprofessional 
personnel for observing, directing, and tutor! g children 
while at the same time, providing more timely information. 
For example, completely flexible scheduling practices can 
be adopted and changed for individual students as their 
needs require. Monitor Reports will be available as 
required throughout the day rather than weekly. In addition, 
the computer-based system will provide the capability of 
supplementing the standard reports with special systems 
as these are required by teachers. 

Implementation of the computer-based system can take 
place using one of three major alternatives: 

- Provide the computer processing many; the present Dis- 
trict computer installation, modifying it as necessary 
to meet the Fort Lincoln requirements. , 
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- Obtain the services from a commercial time-sharing 
service center. 

- Install a very small computer in the Fort Lincoln School 
to provide immediate reports while communicating with 
a larger service center (either the District facility or a 
commercial center) for lai'ger tasks. 

No recommendation between these alternatives is being made 
in this report, A detailed review of the pros and eons of each alternative will be 
made in the December I960 report for the First Facility. 




a-210 



392 



3.12.4 Costs 



3. 12. 4. 1 Manual System 

Parnprofcssional personnel required to collect, retrieve, process, 
and report instructional information have been provided for in the Organization/Staff- 
ing Plan (Volume II, Section 2). Thus, no addition? information system costs need 
be incurred. However, it is estimated that lo7o - S5f{ of the parnprofcssional time 
will in fact be required for information system purposes. 

3.12.4.2 Computer-Based System 

No detailed estimate of costs for the computer-based system will 
be made until the December report. However, it is estimated that the above functions 
can be supplied for approximately $G0. 00 per student per year. Actual costs may 
vary from this nominal value depending on amortization schedules for purchased 
equipment, present costs, loading of the District computer facility, etc. 
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CONTRIBUTORS TO TJ1E COMMUNITY PARTICIPATION PL/ N 



David Browne, Chief Consultant 
Lillian Huff, Community Consultant 

Elizabeth Abramowilz 
Geraldine Brooks 
J. Weldon Greene 
Joseph Lipson 
Collins Reynolds 
Julian West 



Community Workshop P a rtie: pants 



Betty Benjamin 
Alphonso A. Bridgeport 
Candice Broun {Student) 
Hazel Brown 
Horace Carpenter 
Orrcn Cohill 
Norman Edwards 
Henry Elliott 
John Evans 
Elio Gaspcritti 
Cecil Grant 
Ruth Hill 

Clarence B. Hope (Student) 
Delores B. Hope 
J. F. Hughes 
Carrie Hurt 
Allcyne Ike 



Jessie Jackson 
Kenneth Kenned)’ 
Robert Keves 
Enez Martin 
Helen Mims 
Juanita K. Morgan 
Paul Peachey 
Martha Putney 
Thomas P. Rooney 
Clarctta Shorll 
William H. Simons 
Janies Somerville 
Clarence W. Taylor 
John M. Thornton 
Paul Washington 
Frances Wright 
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4. 



COMMUNITY PAnTtCIPATJON PLAN 



4. 1 Process and Histo ry o f FLNT Comm unity Partic i pation 

One of GLC's mandates for planning was to devise alternative 
community-based programs and recommend one of them for inclusion in the com- 
prehensive education plan. The recommended community plan would indicate how 
the FLNT community might participate in the design, administration, and operations 
of. the new school system. It was necessary for the D. C. Public Schools, the FLNT 
community, and GLC to develop cooperatively the detailed steps in the formulation 
of the plan. Subsequently, a plan was constructed which all parties considered to 
be both comprehensive in design and flexible in approach. Tins plan was described 
in the Definition Summary already submitted by GLC. 

4. 2 Community Educational Concern 

The community participation plan deals with two levels of educational 
concern expressed by community residents. One level relates to the FLNT com- 
munity's recommendations for governance and accountability of, and decision making 
fort the first educational facility, os well as the entire educational system. A second 
level deals with: 

o Parent participation in the instructional process, 
o Parents 1 oriental! an and handbook. 

© Policies relating to parents 1 activities, 
o Parents* role as community resources. 
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Proc e s s f or f omnm mfy Se lecti on of S t ructural and 
Supplemen t ary Program Act ivdio s 

As described in the Definition Snnmary, the Special Projects Division 
of the D. C. Public Schools, the FLNT Citizens Advisory Council, the Council Edu- 
cation Committee, and GLC staff invited representatives of community organizations 
to attend workshop sessions. All these sessions were attended by FLNT area 
organization representatives on a voluntary basis. By the end of July thc 3 r had devel- 
oped recommendations for agency and community review. 

Community participation allciaiatives were discussed in two different 
frameworks: structural and community education. Structural alternatives are the 
possible systems which could allow the FLNT community to participate in the 
governance and/or operations of the new school system. (Those alternatives are 
discussed in Section 4.4.) Community education alternatives are the possible support 
programs which could be designed to expand the educational opportunities of all 
FLNT citizens as well as students. (See Section 4. 6. ) 

To begin, the participants felt a strong antipathy for any structural 
alternative which was simply advisory. They felt no one would pay attention to an 
advisory body an] that a group performing advisory functions would not be account- 
able to the FLNT community. These notions opened further discussion about (lie 
nature of community participation or shared power concepts and community control. 
After much discussion and explanation, the group decided that the community at 
targe should decid? which alternatives seemed appropriate. A decision was reached 
at this point by the group; it decided to construct an Interim Kduc: lion Committee 
(I. K.C.) which win Id assume certain shared power responsibilities until such lime 
ns the community "vterlcd” the most suitable alcrnalive for continu'd participation. 
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This decision mot several of the criteria established by the group: 

• That the alternative chosen must meet alL present and future 
needs of the now school system and its constituency. 

• That an interim body should be recommended which would not. 
preclude expanded participation by additional community 
organizations or desired flexibility. 

• That the interim body should not interfere with the selection or 
election of a different body or council in the future. 

© That the interim body would provide su 1 tantive leadership 
immediately and during the transition phase between I. E. C. 
operation and the operation of the selected option beginning in 
Fall 1970. 

© That a second group of alternatives should be recommended by 
the workshop participants, and community education programs 
be designed to provide additional education activities or to act 
in support of regular school programs. 

4 . A Community Participation Structure 1 Altornati v es Review 

4.4.1 Recommended Interim .Alternative 

One alternative considered was the creation of a community beard to 
serve as an advisory body to the Special Projects Division of the D. C. Schools. It 
would serve in this capacity during implementation and early operational phases, 
and its members would be selected by the FLNT Citizens Council, This alternative 
was rejected because of the fear that it would be a non-funclsoning, advisory body 
with va) responsibility for phmnii g, implementation, and operation of tin* first school 
O hacililv. 
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The second alternative, accepted by the community group, was the 
creation of a group having "shared power" in the planning and implementation process — 
working with groups much as the Board of Education, Special Projects Division, and 
the project planning staff. {Sec Diagram below.) Called the Interim Education 
Committee {I. E. C. ) it would be more than just advisory and could help establish 
the alternative selected to continue on a permanent basis after November 1970, 
electing the members and formalizing relationships. 

The budget committee is also part of the machinery included as a 
subcommittee of the I. E. C. , until such time as a permanent body is established. 

The PTA or PA could have a member or members and students could be represented. 
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The Interim Education Committee* would be able to maintain continuity 
of planning, etc. , without foreclosing future alternatives of a more permanent nature. 
It would work with toe responsible school agency and with education c< nsultants 
until December 01, 1970. Tins alternative is recommended for implementation in 
October 19G9. 

4.4.2 Permanent Participation Alternatives 

The I. E. C. will present two structural alternatives to the FLNT 
community as possible permanent systems to be established for community partici- 
pation after the I. E. C. has fulfilled its role and function. 

Before the First Facility becomes an existing entity, the FLNT 
community will be educated about the two feasible alternatives. 

4. 4. 2. 1 First Permanent Participation Alternative 

This alternative deals with the election of a governing Citizens 
Council for the First Facility, This Council would be comprised of 12 citizens 
elected by all residents in the immediate FLNT area as well as on site. Elections 
would be held in both areas. The Honest Ballot Association or a similar agency 
would conduct the actual election. 

Of the 12 members of the Council, 3 members would act us a 
"trioka" in implementing policy decisions arrived at by the full Council. One of 
three members would be elected by the Council to the post of Chairman of the ''Irioka” 
or Commission, one would be selected by the Council, and one would be appointed 
by the Board of Education. This Commission would relate the decisions of the 
Council to the Project Director and his staff for implementation. The following diagram 
sketches out, functionally, the roles of all parts of this Council, 
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Full 

Citizens 

Council 




Boundaries shal 1 be Eastern Avenue, North Capitol Street 
and Florida Avenue, New York Avenue and the Arboretum Community, This shall 
be known as the affected area. 

Membersh ip 
• Citizens Council: 

12 citizens elected by residents of the affected area as 
well as on site, 

o 3 -Man Commission (salaried positions): 

All arc members of Citizens Council 

Chairman of Commission is elected by community at larrje. 
Assistant Chairman is selected by the Council, 

Assistant Commissioner is appointed by the Board of Education. 
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Quali fi cations of C o u ncij AT (unbars 

9 To be set by I. E. C. 

F u n d ions of Council 

e To function along with the Board of Education in making 
policy decisions on Fort Lincoln School including personnel, 
administration, community participation , and curriculum 
materials. 

a To negotiate contracts with the Board of Education and 
private agencies. 

• To setect the assistant commissioner for the 3-Man 
Commission. 

• To regulate the activities of the 3-Man Commission. 

Function ? of 3 -Man Commissi oi i 

o To develop implementation plans for policies set by the 
Citizens Council. 

0 To act as liaison between Board of Education and Citizens 
Council. 

0 To regulate the activities of the Project Director and his 
staff. 

• To relate the decisions of the Council to the Project Director 
and his staff for implementation. 

Functions of Project Pi vector 

• To implement th< plans set forth by the 3-Man Commission. 

401 



4-7 



o 



To regulate sc»l .oc>l personnel. 



« To be directly responsible to the 3-Man Commission. 

Election of 12-M e rnbor CitizeiEs Coun cil 

Elections will be held in November 1970 

The election will include the affected area and on-site residents. 

Council shall be composed of 12 citizens. 

4. 4. 2. 2 Second Permanent Participation Alternative 

A further expansion of the council or board idea would be a Board 
of Trustees which is an integral part of the school organization. Such a Board could 
be comprised of 10 to 1G members elected by the parents and residents of the 
community. They would not be salaried for obvious reasons. 

The Board's functions would be: 

© To relate community attitudes about the nature of the educa- 
tion the students recicve; 

• To lake joint responsibility with the administration for 

developing guidelines concerning future planning, policy of 
administration, special projects, and curriculum emphasis; 

© To help coordinate parcnt-teacher-stuckut relationship 

building by acting as resources to the school nr. cl as resource 
referral units. 

Each member should rcciovc a per diem plus expenses in order 
to defray personal costs as much as possible. 
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Each member would be expected to spend one day a week in 
active participation in the school. 

Membership of the board could be constructed in such a way as to 
represent a broad cross section of community opinion. 

Graphically, the board could fit into the school operation as 
demonstrated in the following diagram . 

A good operating model would be to utilize board members in 
teams of two or three. Each team so developed would then specialize in an area 
of personal interest and benefit to the school. For example — a team might aid 
the staff and administration in planning budgets, another team might act as a 
resource or as a resource referral unit. 

Membe rship 

• The Board of Trustees will be composed of the following 
people: 

3 students (aged 11 and over, 1 representative each from 
elemental*}' school, junior high school, and senior high school) 
2 senior citizens (o\er age 00 and residents on site) 

8 residents from the affected area (nonsludents over 
age 1(3), 

1 representative elected by D, C, Congress of Parents 

and Teachers 

Project Director FI, NT, 
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Subsea (£flO f fi err s 



© Officers will bo elected by the Board of Trustees, majority 
rule. 

c» Officers, when needed will be Chairman, Vice-Chairman, 
Secretary, and Treasurer. 

0 The Project Director will not be eligible for Chairman of 
the Board. 

Functions 

0 The Board of Trustees will assume all of the functions and 
responsibilities of the I. E. C. 

o Additional functions will be considered as the Board operates. 

o The Board of Trustees will develop a plan of transition by 
the time the second facility opens. (The intent of this 
function is to insure the opportunity for inclusion of on-site 
residents to sit on the Board of Trustees.) 

Qualifications of Bo a rd M emb ers 

• Community representatives must be duly elected by majority 
rule by the residents of the affected area and on-site residents. 

0 Additional qualifications will be set by the I. E. C. 

Elect ion of Special .Seat s 

0 Student scats, senior citizen scats, mul city- with: seats are 
special scats and will be filled as folio, vs: 

— Students will elect their representatives from the 
affected area. 
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Two r:| riff members shall be elected, one of whom 
will be a teacher. 

The specifics of the election process will be determined 
by the I. E. C. 

4.4.3 Summary: Community Participation Alternatives 

These alternatives just described indicate bow the FLNT community 
can provide input into the school programs. They are best illustrated graphically 
as fc’lows: 



Alternatives 



Type O per at in i *,aj Time 



Recommendations 



I. E. C. 



Shared Power 



1 year 



Recommended r or 
adoption October 19G9 



Fully Responsible 3 years 

Power 



Permanent 



Shared Power 



3 years 



Recommended for 
discussion with the 
FLNT community 
in 1970 before elec- 
tions and final adop- 
tion in December 1970 



The Interim Education Committee operates until December 1970 
when a new board is elected. I. E.C. will appoint 5 members to the new Board for 
one ye ar beginning December 1970 to alleviate transition problems and provide con- 
tinuity iii planning. 

4.4.4 Community Education Program Alternatives 

Several alternatives were suggested for recommendation to the FLNT 
community in discussions, conferences, etc. They are the possible types of support 
programs FLNT ciMzens may wish to * y operating ii the First Facility. Some 
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examples are: Learning Keinforccincnt Program; Heading Assistant Program; and 
Adult Education Program. (These alternatives are explained in Section l.G. 1.) 

4.4.5 Timetable for Community Plan Activities 
1900 Schedule b y Weeks 



Oct. 14 


Special Projects Division conducts meeting to which GO or so 
organizations will be invited to attend lor the purpose of electing 
20 or 25 persons to comprise the shared power Interim Education 
Committee (I. E. C. ) 


Oct. 14 


I. E. C. mecis and organizes. 


Oct. 21 


Special Projects with the assistance of Hie I. E.C. prepares infor- 
mation to be distributed to FLNT community concerning First 
Facility. 


Oct. 28 


Special Projects with the assistance of the I. E. C. distributes 
information to community and develops record-keeping mechanism. 



Nov. 15 A copy of all information from Special Projects concerning munber 

of staff, role descriptions, salary schedule, recruitment procedures 
and rcc mitment constraints is forwarded to the Personnel Sub- 
committee of the I. E. C. along with prepared brochures to be used 





for advertising staff positions. 


Nov. 2D 


Develops list of contacts. 


Dee. 7 


Community Cost Model will be reviewed by Administration Sub- 
committee of I. K. C. with Special Projects Division daring program 
alternative selection. Community operating budget recommendations 



will be prepared for inclusion in tlu supplemental Budget to be sub- 
mitted to Board of Education. 



1070 
Jan 2 


An interviewing schedule prepared by Special Projccls/lmplcmcnling 
Agent docs not start until 1070 will be forwarded to the Personnel 
Subcommittee of (lie I. E. C. 

Interviewing will be a joint effort of Personnel Subcommittee of I. E.C. 
and Special Projects/implementing Agent* 



Juno 7 


Sturt up on Phase T StMT Development preparation: 

Folio', v-up on training site by I. E. C. and Implementing Agent. 


June 12 


1. 10. C. should assist Implementing Agent in selecting programmatic 
and/or physical resources Jbr use in Phase I Staff Development preparation. 


June 17 


Selection process of May 31 completed. 


July 5 


Begin to interface with Implementing Agent and training staff 
during Phase I Staff Development preparation. 


July 19 


I«E. C, prepares to distribute information to community concerning 
Board election* 


July 2G 


I. E, C. disseminates information to the community. 


Aug. 7 


I. E. C. starts preparation for Board election. 


Aug. 12 


L E, C. develops criteria for selection of prospective Board members. 


Aug. 19 


I. E. C. disseminates criteria for selection of Board members. 


’ v Sept. 7 


I, E. C, distributes information concerning Board election and seeks 
petitions from prospective concli dates. 


Sept. 12 


I. E. C. begins to support orientation and operation processes. 


Sept. 19 


I. E, C. continues to support orientation and operation processes. 
I. E. C. accepts petitions. 


Sepl. 2G 


Electoral rocess is submitted to Board of Education for approval. 


Oct. 5 


Candidates for Board are announced to community. 


Oct. 12 


Prospective Board members begin to campaign. 


Jan, 8 


Via Special Project s/fmpIcmenHng Agent, Curriculum Sub- 
committee will review the following submitted lists (No approval 
required): 

o I PI and oilier materials 
o Resource Center 

o Parents 1 Manual 

• Equipment and Supplies for Training 


Fob. 5 


Interview will bo completed for Core Training Staff and T. E. C. 
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Personnel Subcommittee will submit their approval list to Imple- 
menting Agent, 
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Feb. 12 


Prepared ".Relocation Materials" will be forwarded to Personnel 
Subcommittee for their support of staff to be relocated. 


March 1 


Core staff hired. 


March 15 


Administration Subcommittee of the I. E. C. will be asked by 
Implementing Agent to lend support in determining school for 
training facility. 


April 5 


Staff recommendations approved and finalized by Personnel Sub- 
committee of I. E. C. 


April 12 


Personnel Subcommittee forwards recommendations to Special 
Projects Division and Board of Education. 


April 19 


First Facility students will be identified at this point and Imple- 
menting Agent will request support of Participation Subcommittee of 
I. E. C. in review session with parents of identified students 
(Parents’ Manual). 


May 3 


Implementing Agent will begin work with I, E.C. in determining 
relocation process for staff to be relocated. 


May 17 


Implementing Agent may request support from Participation Sub- 
committee in selection of criteria (if not already established) for 
children who will participate in training program. 


May 31 


Selection process of community people to be locked into Phase I 
Staff Development preparation begun. 


Nov. 5 


Community election of Board members and type of Board lakes 
place. 


Nov, 12 


Announcement of outcome of election disseminated. 


Nov. 10 


I. E.C. prepares for transition, 


Dec. 5 


Cost Model will be reviewed by Administrative Subcommittee of 
I. E.C. with FLNT administrators . (Implementing Agent’s job is 
"finished) during selection ol program alternatives. Budget recom- 
mendations for operating supplemental Budget will be prepared 
for submission to Board of Education, 
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Current O rgani/.at io n an d R cs] jo p. : ; ihi H ( ics of th Jn_t_cri_m 
Com mittee 

The Interim Education Committee, assisting the Special Projects 
Division of the D. C. Schools and the Board of Education, is essential to the con- 
tinuity of planning the education program. It will be invaluable in the remainder 
of the planning phase, during the implementation phase, and up to the time the 
First Facility becomes operational. A number of important tasks will be under- 
taken during the implementation and early operational phases, including staff 
development (parents and pavaprofessionals); recruitment of staff; training of 
staff; administration planning; and education program development. 

Other considerations also apply. The Special Projects Division of 
the D. C. Schools will need the help of a group of people such as the proposed 
I. E.C. to provide the necessary community support and assistance during the next 
year. If a more permanent body were selected at this time, future options for 
community participation would be foreclosed. This would be especially disastrous 
as neither the present affected FLNT community nor future residents on the site 
will have been exposed or educated as to possibilities of a new education program. 

This I. E.C. represents an attempt to maintain continuity of plan- 
ning, implementation, and early operation without foreclosing alternatives for 
eventual meaningful community participation. 

4. 5. 1 Duties and Responsibilities 

Pers ona e 1 l^Funel i ons 

o Encourage qualified people to apply for employment as staff 
members of the FLNT First Facility. 
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c Assisi (he contractor in recruitment, i,e., orient contractor 
to community feeling; toward staff, 
o Interview applicants and review qualifications, (not in terms of 
professional qualifications but rather human characteristics). 

(Note; Operating engineers should be licensed by D. C. ) 

• Assist contractor in providing human relations training for 
staff. 

c Other functions as decided by the I. E. C. and Special Projects 
Division. 

Until the final Board is elected, the Project Director will handle 
matters relating to release of staff members who can't or \von‘t 
perform their functions. 

Materials and Supplies 

• Committee will review and react to materials and supplies 
suggested for the school by the contractor. Their recommen- 
dations will be the deciding factors in the materials and sup- 
plies ordered. 

Pa rents, Stuck ? nts, a n d Commnni ty Partie d v all o n 
o Act as policy-making umbrella organisation for community 
participation, by the authority of Special Projects Division and 
the D. C. Board of Education. 

© Implementation of the community education programs as requested. 
(See Section 4. G, G, ) 
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Accept and act upon grievances from parents? and students as 
referred by the Project Director. 

• Set qualifications of candidates for the Board of Trustees or 
the Citizens Council, by the authority of the Special Projects 
Division. 

© Election process to be specified by the J. E. C. 

Budget 

© I. E. C. v. ill make recommendations to the Budget Committee on 
all items that appear in the FY budget. 

Ad ministrati on 

p I. E. C. will work with Project Director to facilitate the smooth 
operation of the school by meeting with the Director as often as 
the I. E. C. and Project Director deem necessary. 

Curri culum 

• L E.C. will work closely with the contractor on curriculum to 
review and recommend changes therein with the concurrence of 
the Special Projects Division. 

Li aiso n 

• I. E. C. will act as information disseminator between school 
and community. 

Organizat ion 

• I. E.C. will operate these standing subcommittees; 

Administration Subcommittee 

Curriculum, Supplies, Materials, aiu! Administration Sub- 



committee 
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Personnel Subcommittee 



Pa rtk*ipatiV*:i Subcommittee (parent, student, and community 
participation. ) 

4. 5. 2 Membership 

The I.E-C. membership as presently conceived will come from the 
original GO major organizations invited to attend the Community Participation Plan- 
ning Workshops. This group has been working under the auspices of the Special 
Projects Division of the District of Columbia Schools and represents a broad cross 
section of opinion. The Fort Lincoln Citizens Planning Council concurred in the 
selection of the various organizations invited to attend. Of the GO organizations 
who attend the meeting to be held in October 19G9, those who decide to participate 
will be assigned to subcommittees and become part of the I. E. C. Membership 
will include on-site residents should there be anj f before December 1970. There- 
after, on-site residents will automatically be included in whatever permanent body 
there may be. 

A list of the members of the FLNT Community Planning Council 
may be found in Appendix G of the August 7 report, "Comprehensive Planning for 
an Education System, »» 

4.5.3 Responsibility lo the Community 

One of the major ways for a community to participate in the educa- 
tional process is to become thoroughly involved in community education pro- 
grams in and surrounding the site of an educational facility. The programs l o be 
outlined in Section 4.0 offer the KENT community many opportunities for jr: 'lieipaliun. 



To enhance community participation, the 1. 30. C. vail he? asked lu 
recommend community education programs to the Special Projects Division for fund- 
ing directly out of the budget allocated to the first facility. The I. E. C. 's role, 
in addition, creates a common community interest in the educational affairs of the 
Fort Lincoln Schools. Through a monitoring process, the I.F.C. should be able 
to recommend people and other resources which can be utilized by the programs. 
Finally, the I.F.C. will work directly with the Project Director in developing 
guidelines for the operation of the community education programs when approved. 

4. 5.4 Responsibility to the School 

The I. E.C, , in representing FLNT community interests in the 
schools, has an obligation in terms of adding community attitudes and opinions to 
the operational mix in the planning, implementation, and evaluation of school pro- 
grams. The I.F.C. will consist of standing subcommittees which will participate 
in several areas of school life. 

« Administration Subcommit tee. This committee will concern 
itself with the administrative policy in. the school* For 
example, it will be expected to aid the Project Direc tor in 
determining basic criteria in regard to lunchroom supervision 
or school-wide book distribution. 

• Cu rriculum, Supplies, Materi als, and Adm in istration S ubcom- 
mittee. This committee will concern itself with curriculum 
policies, use of supplies, and administrative policy with respect 



to curriculum. 



e 



Personnel Subcommittee. This committer will concern itself 



with recruitment, setting of guidelines for hiring, and promot- 
ing a harmonious staff-community relationship. 

© Partici p ation Su bcommi ttee. This committee will concern 
itself with assisting the Project Director in selling participa- 
tion guidelines for parents, students, and community. 

Future responsibilities for the I.E,C. involve the dissemination of 
information regarding its activities in the planning and operational 
phases until such time as a new Hoard is elected in December 1970, 
4. 5. 5 Adminish’ation/Community Liaison 
4. 5. 5. 1 Structure of Reporting Committee 

The Interim Education Committee or the elected Board for the 
Fort Lincoln schools will be operating as a group of standing commit toes and in 
this capacity will require permanent liaison to the school administration and staff. 
One of the most reasonable arrangements would he for a person representing the 
school to be assigned to each subcommittee to act as a liaison person somewhat 
in the manner of an executive secretary assigned as a permanent liaison person. 

The liaison person should either be a teacher or a coordinator and would perform 
in the following roles: 

• Act as formal liaison between I.E.C, and the school admin- 
istration and staff. 

o Iatrcprcl reports and data for the I.E.C. 

» Attend all subcommittee meetings, but not vole, 
o Arrange for all meetings ami facilities for mrelings. 
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© Duplicate and distribute all reports generated by the Oper- 
ating Team to I. E. C. (See Volume 2, Section 2, Organ iss- 
ati on/S tatting Plan.) 

© .Report to tlie administration of the school on activities of 
the subcommittee. 

In general, these functions would be performed as part of a 
staff member’s normal duties and would require no additional personnel to be 
added to staff. Assuming that new duties may be identified and acquired by the 
liaison person, redefinition of responsibilities could be undertaken after the school 
becomes operational. 

4. 5, 5. 2 General Reports 

The I. E. C. and the permanent community participation struc- 
ture will make progress reports to the Fort Lincoln school or schools on February 1 
and June 1 of the calendar year. 

Progress reports from the executive secretaries on their acti- 
vities will be made on the same dates of the calendar year. 

Executive secretaries and the J.E,C. will determine which 
reports need to be presented. 

4.5.G Staff/ Community Participation 

The staff of the First Facility will be comprised of many people 
Willi special skills who must interact positively Willi parents, students, and other 
citizens of the FLNT area. After an appropriate period of orientation and Phase 
I Staff Development, the facility will open to the public. Programs will start and 
certain expectations of the FLNT community will be fulfilled. Reforc discussing 
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these expectations, it would be well to indicate the numbers and basic responsi- 
bilities of this staff. (See Volume II, Section 2 for details. ) These are: 

• 37 professional and pa ^professional people* 

This includes teachers, administrators, aides, secretarial 
and support people, coordinators, community volunteers, etc. 

• The staff will be concerned with: 

Orientation of staff to operating system of facilitj' 

Obtaining resources such as food, materials, people, etc. 

Production- of materials 

Payroll 

Accounting 

Transport at ion 

Maintenanec/repair 

Record keeping 

Purchasing 

Security 

Public relations/visitor accommodation. 

It will also bo involved in: 

Identifying needs for staff development 

Problem solving — individual student problems, stage-wide 
problems. 

Supcrvisiug/fmsisting 

Refer ral/follov. -up -- spccin’ services 




417 



•l -22 



Defining good instructional practices 

Allocating resources (schedule) — time, things, people 

Designing and specifying materials. 

In order to develop the positive interaction necessary for the smooth, 
efficient operation of the school, the FLNT community must be thoroughly involved. 
Feveral concerns of the FLNT community had been mentioned in Inc workshops. 
They are: 

e Parent-teacher contacts must be increased so as to provide 
feedback of vital information between the cor munity and the 
school. 

t Community needs must be included in any staff development 
process. 

• School pride on the part of students and parents must be devel- 
oped so as to secure a proper environment for learning. 

e The staff development phases should include the utilisation of 
school aides and volunteers. Race relations and intrapersonal 
relations training should also be Included. 

As planned, paraprofessior uls will be included on the staff and 
therefore will be able to impart the community viewpoint necessary for adequate 
school programming. 

Teachers will be able to interact with parents through the confer- 
ence setting. They will a-so be a part of the review committee. A permanent 
liaison person between the local Interim Education Committee or an elected 
Hoard and the sc hool admit’ miration in the future in included in the Opera l ions Plan, 
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Volume IT, Section 3. Further possibilities for staff/comnumity communication 
and feedback will exist when the operational phase begins and more is known about 
the immediate needs of all persons concerned. 

As outlined in 4. 5. 5. I, a reporting committee will be structured 
so as to provide constant information to the administration of the school and the 
D. C. Public School administration as to meetings, activities, reports, and inter- 
action of the I. E. C. and P. T. A. An executive secretary will be assigned tc work 
with this group. 

The custodial engineer's staff and the dietitians' staff would be able 
to meet with other staff and with the I.E.C. on some regular basis so that com 
munity opinion is made known. Also an opportunity would exist for the first time 
for support staff to make their needs known to the community. Mutually agreed- 
upon goals can be set for the support services of the school that will enhance the 
environment for learning. 

It is assumed that school volunteers will be carrying out many tasks 
during school hours and an excellent opportunity will exist to thoroughly include 
FLNT residents in the operation of the school through clothing drives, trip 
supervision, book distribution, etc. This kind of activity is often unheard of and 
not publicized. Often, even skiff has not been aware of the volunteer's important 
functions. By including the volunteers in meetings and conferences a further bond 
is built between the community and the school. 

These approaches should bo viewed as \ital links between people 
and institutions. Without these links an institute develops in isolation and grows 
unresponsive to the needs of the community it serves. 



4. G Communi t y Kducallon Pro grams 
4. G. 1 Programs Considered 

Several support programs were suggested by the workshop partici- 
pants for the purpose of supporting the regular school program in the Fort Lincoln 
First Facility as well as providing educational programs for students and adults in 
the FLNT area. 

• Learning Rein forcem ent Program . A learning reinforcement 

program could be initiated in students' homes. With individualized 
approaches that deal with learning in new ways, it would seem 
necessary that parents be helped to understand how they can 
help their children. A master teacher selected by the principal 
and the governing parent body would supervise and train nine 
community residents {also chosen jointly) to educate parents 
in the new cognitive approaches. The community residents 
would visit the homes of all the students in the school before 
the academic year ends. The objectives of this program arc: 

To build a bridge of understanding about the education 
program between the community and the school. 

To provide a source of feedback to the staff. 

To encourage parents to participate in school programs 
as volunteers. 

To provide a resource of people for leadership in the 
FLNT community. 

This program woul ’ operate out of the joint school-community 
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facility. It is estimated that the appropriate ratio would be 
70 student families allotted to each community instruction 
aide. Separate training would be provided through the school 
budget prior to the beginning of school. Parents would be 
encouraged to use instructional materials in their homes with 
their children. These materials will educate parents in the 
new methodology being used in the school, 

• Reading Assista nt Program . A basic program utilizing para- 
professional FLNT residents on the basis of one aide to two 
teachers would be designed to assist teachers in classroom 
instruction. The Anaeostia Community Reading Program is 
an excellent model. Four weeks of training with additional 
in-service training is mandatory. The director of the program 
should be a community based professional who is part of the instru 
tional staff. Preservice training would be provided. This 
program would also fill staff instructional needs in the facility, 

o Adult Education Program. Adult Education would be : nother 
option that fulfills the function of community education. 

Curricula offerings would be based upon the needs and desires 
of community residents. However, suggested offerings include: 
Black Studies, Employment Education, Voter Registration, 

Creative Arts, and Technical Preparatory Training. One director 
and five part-time teachers or experienced community residents 
should be sufficient. The program would operate initially two 
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nights a week and would serve approximately 200 adults 
per week. Adults could tr pny 1! their tuition in this program 
by tutoring students. Adult use of the school would bo 
enhanced considerably, and they would act as models lor 
students. This program also would provide additional resource 
people for community-school service, 

• Tutor i al Progra m, A tutorial model could be explored. The 
concept of students tutoring students is a proven success in 
New York City and could well be visualized in the Fort Lincoln 
School. One teacher, two aides, and 50 of the oldest, most 
responsible student tutors would operate 1 tween specified 
hours every day. For example, one set of tutors could be 
utilized in the mornings, another in the afternoons or evenings. 
Tutors would work with younger students who are finding diffi- 
culty in their regular school work, The supervising teacher 
should have considerable experience in all levels of curricula 
so as to enable the tutors to function effectively. A shared 
portion of the school -comm unity facility could be utilized thus 
emphasizing the continuity of student to adult development. Any 
student who desires help would be able to find it here. 

• Fund-raising Program . An easily overlooked function of an 
education system is the increased cost of present services in 
relation to future costs. An administrator should not have to 
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devote all of his time to trying 1o get special programs fended 
by private sources. For example, administrators are continually 
looking for ways lo beef up or support programs within the school 
which are centered around reinforcing student's motivations lo 
succeed. Programs like Higher Horizons in New York City were 
funded through the system channels, but other New York City 
schools needed the program and could not meet the stringent 
requirements set by the Board of Education. The suggestion 
here is to hire a part-time public relations person who has 
community experience to take over this function. It is also 
suggested that two days a week would be ample. The benefits 
that would accrue to the Fort Lincoln education system obviousi}' 
would outweigh the cost of such a person. 

• Student Teacher Progra m. A student teacher transitional pro- 
gram might Ixj feasible as an aid to the staff the ooorntions 
phase. This unit would concern itself with orienting all people 
on or around the site who come into contact with citizens who 
have children in the school. Most universities have student 
teachers who could participate. This process also provides an 
additional source of future personnel who are well versed in the 
operations and methods of the school. At first glance the approach 
would seem to be a pure school function, but the suggestion here 
is that community resident volunteers who function in other 
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capacities in the school be involved in the preservice and 
in-, service training of the university students. Hopefully, the 
student -teacher community mix would alleviate some of the 
tensions now existing between teachers and parents. This 
unit would consist of 1 5 to 25 student teachers guided and super- 
vised by an experienced teacher. The unit would operate from 
July 1970 to July 1971 and would aid in managing implementation/ 
operation problems. The minimum time for participation of 
student teachers in the program is one consecutive school year. 

o Comm uni ty Services . A further consideration should be 
recurring services provided within the school which would 

bring people into the facility. This option would be a modification 
of the Community Education Center model. A check cashing 
service, a health clinic, and/or a dental clinic could be included 
in the package of services provided. Since the services would 
be offered by public and private agencies, costs would present 
no problems. The I. E.C. and the school administration will 
decide which services should be provided. 

• Satellite Learni n g Center Progra m. Satellite Learning Centers 
are further options worthy of consideration. For example, 
apartments could be rented by the school in houses or in 
commercial settings. The purpose of these Centers would be 
to; 
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make Ike school visible in the community 

provide access to pertinent learning materials 

create n better linkage with residents and their children, 

some of whom may be preschoolers 

meet contingency education needs on the part of all resident 
students; but the primary purpose would not be 
to offer courses per sc, but to simply provide additional 
learning environments for students closer to home. Home- 
work or special projects could be undertaken in these Centers 
and would further support the student’s motivation to learn 
and succeed. Adults or children would be able to use this 
space as a quiet, informative place apart from their busy 
schedules during the day. 

A community person would supervise the Center and school staff 

could be on hand occasionally. 
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4. G. 2 Information About Child Care 



There are two kinds of federally supported programs for day care 
services for disadvantaged children under age 3: family day care homes and 
parent- child centers. 

• Family d a y cai*c homo. Serves only as many children as it can 
integrate into its own physical setting and pattern of living. It 
may serve no more than five children when the age range is 
0 through 6, including the family day care mother's own children. 
Only 2 of the 5 children can be under age 2. 

For this type of child care, Federal Interagency Day Care 
requirements must be met. Funding can be applied for under 
Title IV A and B of the Social Security Act (19G7 amendments)* 
Other Federal funding sources exist, but only money obtained 
through HEW tinier Title IV would be available. 

Federal Interagency Requirements have not been set for center 
care of children under 3 years of age. If programs offer center 
care for Ibis age span, local licensing regulations and require- 
ments must be met. 

9 Parent-child center . These programs serve disadvant aged 
children aged 0-3 years and their parents. The center has a 
comprehensive program of educational, social, and health 
services, OEO has funded some 20 demonstration parent- 
child centers (one in D. C.). - More are planned, but a second in 
D. C. is unlikely. 
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In terms of the child’s cognitive development, the parent-child center 
concept is superior to the family day care home, but the cost is prohibitive. Because 
guidelines for parent-child centers are still evolving # current demonstration projects 
operate under rigid health-sanitation rules which require elaborate facilities that 
approach a mini-children's hospital. The number of staff is based on an almost 
one to one ratio of adult to child. 

4.0.3 Child Care in FLNT 

Child care in FLNT should be planned within the context of the new 
4C program (Community Coordinated Child Care). The District of Columbia is 
making progress as a 4C pilot program area and could serve as the contracting 
agency with HEW for a three -to -one matching grant under Title IV of the Social 
Security Act. 

An alternative approach to the parent-child center might be a day 
care facility for 100-200 children between the ages of 3-5 with a full staff capable 
of assisting a network of family day care homes caring for children under age 3. 

If private sources can provide 25 percent of the cost of such an 
operation, Title IV fluids can be arranged for the balance (75 percent). Operationally, 
the private fluids are given as a grant to the D. C. Welfare Department to serve 
4C needs in FLNT. The Welfare Department arranges for the 75 percent matching 
grant from HEW and contracts through 4C for day care services in FLNT. 

4. G. 4 Community Education Programs Recommended 

All the alternatives just outlined arc suggested for recommendation 
to the FLNT community in discussions, conferences, etc. They arc the possible 
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types of support programs FT.NT citizens may wish to see operating in the First 
Facility. The programs will neccs sarPy need to be approved by the I. E. C. and 
Special Projects Division. 

4.6.5 Implementation of Recommenced Programs 

A shared power Interim Education Committee will be selected by 
the CO organizations originally invited to participate in the Community Participa- 
tion Planning Workshops and any other additional groups missing from the list. 

This group broadly represents the existing FLNT community. It is expected that 
some 20 to 25 persons will be elected by the larger group to comprise the I. E. C. 

The I. E. C. will then be established and approved by the Board of Education. It 
will operate until December 197 0 when the permanent governing board or council 
is selected through ail area-wide election process. A meeting will be held in 
October 1909 to which the 60 or so organizations will be invited to attend. 

The I.E.C. will have responsibility for carrying out several 

activities. 

• The first major assignment of the interim committee will be 
to review the education program alternatives and to decide 
which of these should be included in the first year of the school. 
These final decisions must be made by the end of December 1909. 

• The second major function is to disseminate information about 
the committee's work to the conn run ty. 

• The third major function is to consider child-care services. 

• The fourth major function will be add new members ns new 
residents move to the site. 
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In the final stage of the I. K.C. 's existence. it will be responsible 
for disseminating information, announcing candidates for election to the new 
board, and assisting in the election process lo be supervised by a responsible 
neutral body. 

The I.E.C. will be funded through the earmarked community planning 
funds. The I.E.C. will also administer the community programs through a director/ 
coordinator provided by the funds allotted, 

In addition, the I.E.C. will be responsible and accountable to the 
Special Projects Division of the D. C. Board of Education. 

4. G.G Community Participation/Parcnl Involvement 

As developed in the Education Plan, parent involvement will be a 
major key to the success of the new Fort Lincoln School system. Contrasted ton 
community-wide participation in the governance of the schools, involvement of 
parents should be an education-oriented process. 

• Paren t s 1 role in the instructional program . Parents of children 
in the Fort Lincoln School may play a number of roles. As 
xn embers of the community they may be consumers of adult 
education courses and/br use recreation facilities; they may 
be resource persons providing special skills, materials, or 
manpower; they will be decision-makers indirectly through their 
representatives on school councils and directly as parents of 
individu: 1 children. The total program for effective parental 
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participation is discussed in the Education Flan, Volume I, 
Section l.P, in terms of: orientation, Parents r Manual, and 
p a rei* tal i n vo 1 ve m cut . 

• Paints 1 Ro lc/Comnninitv Pcsourec s. There will be a definite 
need for the school to identify resources for utilization. These 
resources will be both people and programs. Ity programs 
is meant those churches, government agencies, local volunteer 
civic organizations, etc. , which can fill the programmatic 
needs of the Fort Lincoln Schools ami the community. 

It would sccvn reasonable to assume that the Cmm n unity Coor- 
dinator Mill be working with volunteers, parents, the I. E. C. , 
and P.T. A. in locating resources. This work may be accom- 
plished through the use of committees, telephone contacts, 
utilization of the parents’ manual, conducting searches for 
materials and supplies, and obtaining leads to untapped personnel 
resources in the community. As an example of this kind of 
activity, the parents and the Community Coordinator will be 
conducting searches for old electronic equipment to outfit a 
science project and to locate personnel needed to operate that 
equipment if it is highly specialized. Further, parents make 
cxcellen'; suggestions regarding school needs that staff often 
overlook because lliey are loo close to the situation. 
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4. 7 SumiurffL 

j Willi great effort imd personal sacrifice during a vacation period, 

| the workshop participants developed and recommended a community participation 

plan for Fort Lincoln Schools. U is felt tliat the pla.i is reasonable and flexible, 

I accommodating future changes; that it will bridge the gaps between the planning, 

I implementation, and operating phases; that it does not preclude any group from 

If’ 

participating in the schools; and that it is designed to phase itself out at a specific 
I time. It is also felt very strongly that the selected program would best protect the 

| rights and interests of all FLNT residents both on and off site. 

Both the structural and community education alternatives must be revlcwc 
1 by the FLNT community at large before final selection of the structure itself and 

| the election of people to the new Board. 

A process has been outlined for the staff of the new Foil Lincoln 
* Schools which will enhance its interaction with the community in a very real way. 

I Administrative inputs have been recommended that hopefully will 

bring the community closer to the operations of the schools. 
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